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1  At  this  time  I  would  like  to  express 
my  most  sincere  thanks  to  all  who 
helped  or  had  a  part  in  the  summer 
meetings.  It  is  through  your  whole¬ 
hearted  support  at  these  sessions, 
through  your  participation  and  presence 
that  many  things  can  be  accomplished, 
t  As  you  look  back  into  your  scrapbook 
a  of  memories  may  you  hnd  many  com- 
f  pensations  for  the  activities  of  the  sum- 
!,  mer  and  benefits  from  a  well  earned 
1  vacation. 

When  I  learned  that  it  would  not  be 
possible  for  me  to  attend  the  annual 
I  meeting  and  work-conference  at  the 
University  of  California  in  Berkeley 
this  summer  my  disappointment  was 
beyond  description.  This  was  soon  over¬ 
come  by  the  complete  cooperation  of 
the  national  officers  and  members  and 
I  knew  that  you  would  be  guided  by 
superior  leaders.  Sara  Milner  was  the 
first  to  arrive  and  helped  me  at  the 
oflhce  for  a  day,  then  Ora  Dolsen  ar¬ 
rived  one  morning  and  left  .the  next 
and  Emma  Castner  was  here  between 
trains  -  what  fun  it  was  passing  on  all 
of  the  information,  the  registrations  and 
materials,  but  what  a  sinking  feeling 
came  over  me  as  I  watched  Ora’s  plane 
take  off  into  the  clouds.  Saturday, 
June  30  was  one  of  the  longest  days 
I  can  ever  remember.  Sunday  morning 


finally  came  and  as  I  was  half  heart- 
edly  eating  breakfast  the  telephone 
rang.  After  the  usual  Western  Union 
identification  the  operator  read  this  tele¬ 
gram,  “Dear  Mama.  I  had  such  a  good 
time  with  Kitty  Koy  from  Illinois,  and 
Cally  California  and  Pikes  Peak  Peggy 
at  the  NASS  banquet  tonight.  Mr. 
Tuttle  inspired  all  of  us  animate  and 
inanimate  souls  and  we  will  go  back 
to  our  daily  tasks  with  renewed  whim 
and  wigger.  Love,  Nancy  National”. 
The  girl  at  the  telegraph  office  laughed 
for  she  heard  the  tear  and  sob  in  my 
voice  and  said  in  her  wonderful  way, 
“Why  that  should  cheer  you  up”,  and  all 
I  could  say  was,  “It  does  and  these  are 
just  tears  of  happiness”.  Then  the  week 
moved  along  with  its  many  notes  and 
messages  and  I  was  reassured  of  the 
superior  abilities  of  the  members  of 
this  organization. 

Requests  have  come  to  me  asking 
about  Nancy’s  cousins.  Another  request 
was  for  a  listing  of  the  workshops, 
work-conferences  and  institutes  that 
have  been  held  by  the  National  Associa¬ 
tion  or  groups.  The  information  that 
we  have  been  able  to  compile  from  the 
history  and  records  is  given  here.  If 
you  know  of  other  cousins  or  of  other 
institutes  will  you  please  send  me  the 
information  ? 
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NANCY’S  COUSINS 
of  School  Secretaries 

“Callie  California”  California  Ass’n  of 
School  Secretaries 

“Pikes  Peak  Peggy”  Colorado  Associa¬ 
tion  of  Educational  Secretaries 

“Connie  Connecticut”  Connecticut  As¬ 
sociation  of  Educational  Secretaries 

“Kitty  Koy  From  Illinois”  Illinois  As¬ 
sociation  of  Educational  Secretaries 

“Katie  Kansas”  Kansas  Association 
of  School  Secretaries 

“Merry  Mich”  Michigan  Association 
of  School  Secretaries 

“Caroline”  North  Carolina  Educational 
Secretaries 

“Pitty  Pat”  School  Secretaries  Asso¬ 
ciation  of  the  School  District  of  Pitts¬ 
burgh 

“Tesa  Texas”  Texas  Educational  Sec¬ 
retaries  Association 

WORKSHOPS  AND  INSTITUTES 

1945 

June  25-29,  Teachers  College,  Colum¬ 
bia  University,  New  York  City. 

July  26-27,  Central  Missouri  State 
Teachers  College,  Warrensburg,  Mis¬ 
souri. 

July  26-27,  University  of  Pennsyl¬ 
vania,  Philadelphia,  PennsyU’ania. 

July  26-27,  Kent  State  University, 
Kent,  Ohio. 

August  9-11,  Northwestern  Univer¬ 
sity,  Evanston,  Illinois. 

September  28-29,  Purdue  University, 
Lafayette,  Indiana. 

1946 

February  19-May  28,  Wilson  Teachers 
College,  Washington,  D.C. 

June  24-29,  University  of  Utah,  Salt 
Lake  City,  Utah. 

July  17-20,  Central  Missouri  College, 
Warrensburg,  Missouri. 

July  29-August  3,  Columbia  Univer¬ 
sity,  New  York  City. 

August  5-16,  Purdue  University,  La¬ 
fayette,  Indiana. 

1947 

July  29-August  2,  Teachers  College, 
Columbia  University,  New  York  City. 

August  4-9,  The  University  College, 
Northwestern  University,  Chicago. 

August  4-9,  Purdue  University,  La¬ 
fayette,  Indiana. 

August  4-9,  University  of  Maine, 
Orono,  Maine. 

1948 

July  6-9,  Western  Reserve  University, 
Cleveland,  Ohio. 

August  2-6.  Board  of  Education,  Los 
Angeles,  California. 

August  2-7,  Purdue  University,  La¬ 
fayette,  Indiana. 


1949 

July  18-22,  University  of  Utah,  Salt 
Lake  City,  Utah. 

1950 

July  10-14,  The  University  College. 
Northwestern  University,  Chicago,  Illi- 
nois. 

June  24-27,  Kent  State  University, 
Kent,  Ohio. 

1951 

June  24-27,  Kent  State  University, 
Kent,  Ohio. 

July  2-6,  University  of  California, 
Berkeley,  California. 

July  9-13,  Southern  Methodist  Univer¬ 
sity,  Dallas,  Texas. 

July  23-27,  University  of  Denver, 
Denver,  Colorado. 

July  25-27,  University  of  Delaware, 
Newark,  Delaware. 

August  6-10,  Boston  University,  Bos¬ 
ton,  Massachusetts. 

August  6-10,  Michigan  State  College. 
East  Lansing,  Michigan. 

It  is  a  pleasure  to  introduce  to  you 
the  Committees  for  1951-1952.  If  you 
have  suggestions  on  things  that  you 
would  like  to  see  any  one  of  these  groups 
do  will  you  please  write  the  chairman. 
She  will  put  her  group  to  work  or  try 
to  get  information  for  you  on  your 
project. 

PRESENTING 
1951-1952  COMMITTEES 

ADVISORY  COUNCIL  AND 
AFFILIATION 

Mrs.  Ora  Dolsen,  Chairman,  Divi¬ 
sion  of  Instruction,  467  West  Han¬ 
cock  Street,  Detroit,  Michigan. 
Representatives  from  all  groups 
affiliated  with  the  National  As¬ 
sociation. 

AUDITING 

Miss  Mary  E.  Bowers,  Chairman, 
Crawfordsville  City  Schools, 
Crawfordsville,  Indiana. 

Miss  Alma  Cripe,  Beech  Grove 
Public  Schools,  Beech  Grove,  In¬ 
diana. 

Miss  Mamie  Messmer,  Martins¬ 
ville  City  Schools,  Martinsville, 
Indiana. 

BUDGET 

Mrs.  Melba  Demaree,  Chairman. 
Franklin  City  Schools,  Franklin, 
Indiana. 

Miss  Emma  Castner,  12  Carlton 
Avenue,  Washington,  New  Jersey. 

Miss  Charlotte  Parr,  School  Ad¬ 
ministration  Building,  275  Seventh 
Avenue,  East,  Eugene,  Oregon. 
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editorial  staff 

THE  NATIONAL  SECRETARY 

Miss  Dorothy  Littleton,  Editor,  445 
West  Wellington  Avenue,  Apt. 
10c,  Chicago  14,  Illinois. 

Miss  Mary  Carroll,  Ass’t.  Editor, 
Proviso  Township  High  School, 
Maywood,  Illinois.* 

Miss  Marian  D.  Homer,  Advertis¬ 
ing  Chairman,  Lyons  Township 
High  School,  LaGrange,  Illinois. 

Miss  Bettye  R.  Wells.  Listening  In, 
Los  Angeles  City  Board  of  Edu¬ 
cation,  451  N.  Hill  Street,  Los 
Angeles  12,  California. 

YEARBOOK 

Miss  Prudence  Nicholas,  Editor,  Des 
Moines  Public  Schools,  629  Third 
Street,  Des  Moines,  Iowa. 

Mrs.  Martha  S.  Luck,  Northwestern 
University,  339  East  Chicago  Ave¬ 
nue,  Chicago  11,  Illinois. 

Mrs.  Eleanor  D.  McCommons,  1200 
Riverside  Drive,  Holly  Hill,  Florida 

ELECTION 

Miss  Barbara  Jeffers,  Chairman, 
Barnard  Junior  High  School,  1304 
Main  Street,  Hartford  3,  Con¬ 
necticut. 

Miss  Frances  Evans,  Caesar  Rodney 
School,  Camden,  Delaware. 

Miss  Regina  C.  Olander,  2708  East 
14th  Street,  Denver,  Colorado. 

Mrs.  Bettye  R.  Wells,  Los  Angeles 
City  Board  of  Education,  451  N. 
Hill  Street,  Los  Angeles  12,  Cali¬ 
fornia. 

Miss  Doris  K.  Frye,  Arthur  Hill 
High  School,  Saginaw,  Michigan. 

HISTORIAN 

Miss  Betty  Zimmermann,  Steuben 
Junior  High  School,  2360  N.  52nd 
Street,  Milwaukee,  Wisconsin. 

INSTITUTE  PLANNING 

Mrs.  Martha  S.  Luck,  Chairman, 
Northwestern  University,  339 
East  Chicago  Avenue,  Chicago  11, 
Illinois. 

Miss  Martha  Rahe,  420  Hudson 
Street,  Denver,  Colorado. 

Mrs.  Corinne  Messenger,  School 
Board  Offices,  22nd  and  Main 
Street,  North  Little  Rock,  Arkan¬ 
sas. 

Mrs.  Fannie  Billings,  2711  Fair- 
mount  Avenue,  Dallas,  Texas. 

Miss  Merle  Schreiber,  Wajme  Uni¬ 
versity,  College  of  Engineering, 
4841  Cass  Avenue,  Detroit  1, 
Michigan. 

Miss  Lorraine  Hagglund,  Phillips 


Junior  High  School,  Minneapolis, 
Minnesota. 

Miss  Phoebe  Bell,  Newton  Trade 
School,  40  Elm  Road,  Newton- 
ville,  Massachusetts. 

Miss  Julia  Scofield,  Western  Re¬ 
serve  University,  10940  Euclid 
Avenue,  Cleveland  6,  Ohio. 

LEGISLATIVE 

Mrs.  Marie  Beatty,  Chairman,  Wau¬ 
kegan  Township  High  School, 
Waukegan,  Illinois. 

Miss  Alwyn  Evans,  East  High 
School,  Denver,  Colorado. 

Mrs.  Mary  T.  Briant,  Administra¬ 
tion  Office,  Little  Rock  Public 
Schools,  Little  Rock,  Arkansas. 

Miss  Evelyn  D.  Johnson,  Minne¬ 
apolis  Public  Schools,  Minneapolis, 
Minnesota. 

Miss  Frances  Stephen,  Arsenal 
Junior  High  School,  Pittsburgh, 
Pennsylvania. 

Miss  Jeanette  Fortier,  Manchester 
Public  Schools,  Manchester,  New 
Hampshire. 

MEMBERSHIP 

Miss  Sara  E.  Milner,  Chairman,  35 — 
10th  Street,  N.W.,  Atlanta,  Ga. 
All  state  and  local  membership 
chairmen  are  members  of  this 
committee.  See  list  by  states  in 
back  of  the  magazine. 

ORGANIZATIONAL  PLANNING 

Miss  Rosalie  Kollarich,  Chairman, 
Macalester  College,  St.  Paul,  Min¬ 
nesota. 

Mrs.  Virginia  Gines,  Sam  Houston 
Elementary  School,  435  West 
Travis  Street,  San  Antonio,  Texas. 

Mrs.  Thelma  Gates,  Griffity  Oppor¬ 
tunity  School,  Denver,  Colorado. 

Miss  Rose  Mary  Carle,  State  De¬ 
partment  of  Public  Instruction, 
Topeka,  Kansas. 

Miss  Mary  Biro,  John  Philip  Sousa 
Junior  High  School,  37th  and  Ely 
Place  S.E.,  Washington  19,  D.C. 

PARLIAMENTARIAN 

Mrs.  Fannie  Billings,  2711  Fair- 
mount  Avenue,  Dallas,  Texas. 

PUBLICITY 

Mrs.  Ella  Mae  Flippen,  Chairman, 
State  of  Missouri,  Department  of 
Education,  Jefferson  City,  Mis¬ 
souri. 

All  state  and  local  publicity  chair¬ 
men  are  members  of  this  com¬ 
mittee. 

RESEARCH  SURVEY 

Mrs.  Eleanor  D.  McCommons,  Chair¬ 
man,  1200  Riverside  Drive,  Holly 
Hill,  Florida. 
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Miss  Edith  Hickey,  Jefferson  High 
School,  Elizabeth,  New  Jersey. 

Mrs.  Theresa  Hughes,  Langston 
University,  Langston,  Oklahoma. 

Miss  Rea  Lindenberg,  3725  Locust 
Street,  Philadelphia,  Pennsylvania. 

Miss  Annette  Uehling,  San  Diego 
City  Schools,  825  Union  Street, 
San  Diego  1,  California. 


STANDARDS  AND  CERTIFICATION 

Miss  Mamie  Messmer,  Chairman, 
Martinsville  City  Schools  Martins¬ 
ville,  Indiana. 

Other  members  on  committee  to  be 
announced. 


By  this  time  you  have  received  the 
latest  Nancy  National.  We  hope  that 
you  are  making  plans  to  attend  some 
of  the  conferences  in  1952.  Have  you 
put  these  places  and  dates  on  your 
calendar? 

Portland,  Oregon,  March  14,  15,  16,  1952 
Boston,  Massachusetts,  April  4,  5,  6, 
1952 

Detroit,  Michigan,  June  27-  -  July  3,  1952 
Please  accept  Nancy’s  invitation  and 
take  the  first  three  steps  toward  pro¬ 
fessionalization  with  us  this  year.  We 
will  be  looking  forward  to  seeing  many 
of  you  in  March,  April,  June  and  July— 
don’t  disappoint  us. 

Cordially  yours, 

Edna  Atkinson. 


Best  of 


Saies  Offices: 

New  York  11 
Chicago  16 
Atlanta  3 
Dallas  1 
Columbus  16 
San  Francisco  3 
Toronto  5 

Home  Office: 

Boston 


Luck  to  You! 


May  the  school  year  just  beginning  be 
a  happy  and  rewarding  one  for  each  of 
you.  School  Secretaries! 

And  for  the  many  friendly  courtesies 
that  you  have  shown  our  representatives, 
our  II  arm  thanks. 

You  can  be  certain  that  every  one  here 
at  Ginn  and  Company  will  do  his  very 
best  to  co-operate  with  you  during  the 
coming  year. 


C^MPA^iY — ' 

^  ■  ‘-'jl 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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EDNA  ATKINSON 
Prealdent 

Oak  Park,  lllinolt 


BARBARA  JEFFERS 
3rd  Viee-Prealdent 
Hartford,  Connecticut 


ORA  S.  DOLSEN 
1st  Vice-President 
Detroit,  Michigan 
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AGNES  HANSEN 
Corresponding  Secretary 
Cedar  Falls,  Iowa 


MELBA  DEMAREE 
Treasurer 
Franklin,  Indiana 


CORINNE  MESSENGER 


2nd  Vice-President 
North  Little  Rock, 
Arkansas 


ELEANOR  DEARDEN 


McCOMMONS 


Junior  Past  President 
Holly  Hill,  Florida 
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EMMA  CASTNER 
Recording  Secretary 
Washington,  New  Jersey 


MILDRED  BYERLY 
Executive  Board 
Shamokin,  Pennsylvania 


BETTYE  R.  WELLS 
Executive  Board 
Lot  Angeles,  California 


SARA  E.  MILNER 
Executive  Board 
Atlanta,  Georgia 


CHARLOTTE  L,  PARR 
Executive  Board 
Eugone,  Oregon 
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injfs  toRetlier— one  for  the  color  tria 
with  3  openings  so  that  red,  yellow  ai. 
blue  appear— and  one  for  the  split  con 
plenient  with  3  openings  so  that  yelloi 
red  violet  and  blue  violet  np|>ear. 

Artista  Tempera  with  its  brillia: 
opaque  colors  is  ideal  for  this  piirpiv 
For  elementary  grades  use  Crayo 
Crayon. 


On  a  sheet  of  white  construction  pa|x‘r 
1  O'  j "  X  9".  color  1  i  bltK'ks  in  w  heel  form 
—yellow  at  the  top,  then  yellow  green, 
green,  blue  green,  blue,  blue  violet, 
violet.  re<l  violet,  red.  red  orange,  orange, 
and  yellow  orange.  Make  circles— 
one  for  complementary  colors  with  2 
o|>enings,  dire<'tly  opposite  each  other- 
one  for  analogous  colors,  with  3  opcn- 
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Send  for  FRKK  Suffseited  Bfinimum  Llit 
Malerluls  for  Primary  and  Intermediate 

Addreta  D«pt.  AS 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


So  much  has  happened — while  we 
were  absent,  one  from  another,  that  it 
would  take  more  pages  than  we  have 
in  this  bulletin  to  make  a  complete  re¬ 
port.  You  know  the  news  in  your  lo¬ 
cality  and  those  who  took  the  time  and 
spent  the  money  to  attend  one  or  more 
of  the  institutes  got  a  pretty  fair 
resume  of  the  national  activities.  It 
certainly  was  not  a  dull  summer  and 
a  great  deal  of  solid  accomplishment 
was  chalked  up  on  our  national  slate. 

Isn’t  it  good  to  be  back  in  the  routine 
again  with  all  of  the  new  ideas  to  be 
put  into  action?  Isn’t  it  wonderful  to 
be  associated  with  the  gn*eatest  pro¬ 
duction  program  in  the  country — pre¬ 
paring  our  American  Youth  for  citizen¬ 
ship?  Sometimes  we  feel  that  we  are 
grinding  out  a  daily  stint  with  a  very 
small  reward,  but  proper  consideration 
of  that  reward  is  not  in  terms  of  green 
paper,  (although  we  wish  there  was 
more  of  that)  because  it  is  the  ultimate 
achievement  that  makes  our  hearts  beat 
with  satisfaction  in  a  job  well  done.  This 
past  year  shows  very  definitely  that  we 
are  making  excellent  progress  in  our 
efforts  to  rate  professional  recognition. 
Universities  do  not  give  up  space  on 
the  summer  program  or  assign  some  of 
their  best  instructors  to  a  group  of 
“classified  students”  unless  the  need  and 
results  of  such  activities  will  justify 
the  expenditures.  The  inspiration  re¬ 
ceived  at  these  summer  workshops  has 
sent  an  army  of  eager  secretaries  back 
into  the  field  of  duty  with  the  desire  to 
advance  in  ability,  service  and  status. 


So,  "off  to  work  we  go”,  with  a  song 
in  our  hearts  and  determination  in  our 
minds.  The  administrators  recognize  the 
importance  well  trained,  professional 
school  secretaries.  The  school  board 
members  and  teachers  will  notice  the 
difference  between  the  qualified  and  the 
“make  shift”  workers  and  then  we  will 
have  reached  our  goal.  From  then  on 
we  will  work  to  prepare  and  inspire 
young  secretaries  to  carry  on  the  tradi¬ 
tions  we  have  established. 

There  is  no  end  to  it — this  organized 
program  for  advancement.  We  are  just 
beginning  to  realize  the  ambitions  of 
those  who  originated  the  plans  for  pro¬ 
fessional  recognition  and  it  will  require 
the  continued  efforts  and  constant  co¬ 
operation  of  everyone  of  us  to  crown 
those  dreams  with  further  success. 

Now,  some  went  east  and  some  went 
west,  some  went  north  and  some  went 
south  and  some  stayed  at  home  and 
helped  promote  a  local  program  of 
educational  activities.  Just  look  at  the 
report  in  the  president’s  message  and 
see  how  much  was  going  on  during  this 
past  summer.  Isn’t  that  a  splendid  list 
of  professional  activities?  We  know 
that  all  of  you  want  to  know  what 
the  distant  cousins  were  doing  so  we 
are  devoting  this  entire  issue  to  reports 
and  digests  of  the  different  programs. 
Study  them  and  compare  notes  with 
your  associates  and  you  will  find  much 
material  to  assist  you  in  your  future 
plans. 

The  major  project  of  1950  was  the 
survey  made  by  our  Research  Commit- 
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staff  members  have  moved,  so  pletise 
check  your  address  book  and  keep  in 
touch  with  the  proper  persons.  Deui 
Cupid  was  busy  again  this  year  and 
we  will  be  congratulating  some  of  our 
nice  girls  while  looking  for  new  work¬ 
ers  to  take  over  their  assignments. 

The  editors  were  delighted  to  make 
the  personal  acquaintance  of  so  msuiy 
of  our  members  at  the  convention  Md 
workshop  in  Berkeley.  We  hope  to 
meet  many  more  and  renew  present 
contacts  at  future  meetings.  There  is 
no  better  way  to  learn  about  your  de¬ 
sires  and  needs  than  to  meet  you  in 
such  active  and  enthusiastic  surround¬ 
ings.  Our  best  wishes  to  all  of  you  as 
we  now  go  to  press. 

Sincerely, 

Dorothy  and  Mary 


tee  with  Eleanor  D.  McCommons  as 
Chairman.  The  questionnaires  sent  to  all 
of  us  brought  in  interesting  statistics 
which  have  been  summarized  in  a  forty- 
one  page  report  that  commands  the  re¬ 
spect  of  the  entire  association.  Special 
talents  are  required  to  collect  data  of  this 
type  Euid  arrange  them  into  intelligent 
charts,  so  that  we  may  be  aware  of  the 
status  of  educational  secretaries  in  dif¬ 
ferent  areas  of  the  nation.  We  wish 
space  were  available  to  publish  the  en¬ 
tire  report,  but  since  it  is  too  extensive 
for  these  pages  we  are  giving  you  a 
digest  which  will  permit  you  to  com¬ 
pare  your  particular  situation  with  the 
national  standards.  It  enables  all  of  us 
to  check  such  progress  as  h£is  been  made 
and  plan  for  the  future. 

Some  of  the  duties  of  the  associa¬ 
tion  have  changed  hands,  some  of  the 
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ABOUT  OUR  AUTHORS 


The  first  of  the  three  steps  toward 
professionalization  that  Nancy  Na¬ 
tional  invites  all  educational  secre¬ 
taries  to  take  with  her  is:  “A  pro¬ 
fessional  worker  belongs  to  her  pro¬ 
fessional  association.”  We  look  back 
now  to  the  convention  and  to  the  Na¬ 
tional  Association  sponsored  workshops 
and  institutes  of  the  summer.  What 
was  the  value  of  the  work,  the  play, 
the  exchange  of  ideas?  We  have  asked 
some  of  our  own  educational  secretaries 
to  write  of  the  institute  she  attended. 

Eudora  Swesey,  Mrs.  Ruth  Grotefend, 
and  Rosalie  Kollarich  went  from  Minne¬ 
sota  to  Berkeley.  They  wrote  “Conven¬ 
tion,  Workshop,  and  Fun”  under  the  title 
We  Traveled  West.  This  article  appear¬ 
ed  in  the  Minnesota  Cha’ter  in  Septem¬ 
ber.  Your  editors  thought  the  spirit  of 
the  California  convention  and  workshop 
was  caught  here  and  that  the  members 
of  the  national  association  should  have 
the  benefit  of  their  experience. 

Eudora  Swesey,  secretary  to  the  St. 
Paul  Commissioner  of  Libraries,  Audi¬ 
torium,  and  Museums,  has  also  worked 
for  the  Department  of  Education  and 
was  secretary  to  the  Commissioner  of 
Education.  She  is  recording  secretary 
in  the  Minnesota  chapter. 

Anyone  living  in  Minnesota  or  work¬ 
ing  nationally  in  publicity  will  know  that 
Ruth  Grotefend  is  editor  of  the  Minne¬ 
sota  Cha’ter  and  has  devoted  her  entire 
business  career  to  being  the  perfect 
secretary  at  Marshall  High  School  in  St. 
Paul,  where  she  is  secretary  to  the  prin¬ 
cipal.  She  is  a  member  of  the  executive 
committee  of  the  Minnesota  chapter. 

Rosalie  Kollarich,  secretary  to  the 
president  of  Macalester  College,  is  pres¬ 
ident  of  the  Minnesota  chapter.  She 
has  served  as  Minnesota  State  Member¬ 
ship  Chairman  and  is  now  chairman  of 
the  Organization  Planning  Committee  of 
the  National  Association. 

Margaret  M.  Sadler,  author  of  We 
Traveled  East,  is  senior  clerk  in  the 
accounting  department  of  the  Newton 
Public  Schools,  Newtonville,  Massachu¬ 
setts.  Formerly  a  member  of  the  nation¬ 
al  publicity  committee  and  also  formerly 
treasurer  in  the  Newton  Association, 
Margaret  is  vice-president  of  the  New¬ 
ton  School  Secretaries  Association  and 
a  member  of  the  executive  board  of  the 
Massachusetts  Association  of  School 
Secretaries. 


With  a  hobby  of  traveling,  Margaret 
has  been  in  practically  all  of  the  48 
states,  and  returned  from  Mexico  just 
in  time  to  meet  the  deadline  on  this 
article. 

Doris  K.  Frye,  secretary  at  Arthur 
Hill  High  School,  Saginaw,  Michigan, 
wrote  And  We  Stayed  Nearer  Home. 
Doris  was  especially  able  to  do  this 
article  for  she  not  only  attended  the 
institute  at  Michigan  State  but  she 
helped  on  the  publication  of  the  report 
given  out  at  the  end  of  the  week.  She 
has  attended  workshops  at  Columbia 
University,  Northwestern  University, 
and  Michigan  State  College;  she  attend¬ 
ed  six  state  conventions  and  one  na¬ 
tional  convention.  Likewise  she  has 
held  the  offices  of  recording  secretary, 
newsletter  editor,  and  she  has  been  a 
member  of  the  executive  board. 

Doris  finds  time  for  hobbies  too — she 
loves  music  and  she  enjoys  knitting 
and  sewing. 

Martha  S.  Luck,  chairman  Institute 
Planning  Committee  of  the  national  as¬ 
sociation,  is  as  well  known  to  educa¬ 
tional  secretaries  as  our  national  pres¬ 
ident.  The  fact  that  Martha  is  organ¬ 
izing  a  new  central  office  of  what  was 
formerly  five  offices  of  the  downtown 
division  of  Northwestern  University, 
would  demand  the  full  time  of  most  of 
us.  But  Martha,  past  president  of  the 
Maywood  Branch  of  the  American  As¬ 
sociation  of  University  Women,  con¬ 
tinues  an  active  part  in  this  and  other 
community  enterprises.  She  has  travel¬ 
ed  to  many  states  over  the  country  to 
work  with  and  speak  before  local  and 
state  secretarial  associations,  and  she 
is  working  with  several  universities 
now  to  plan  for  the  1952  institutes  and 
workshops. 

All  too  rarely  Martha  enjoys  free 
evenings  with  her  husband  when  they 
can  sit  before  that  big,  comfortable 
fireplace  in  their  white  stucco  home  in 
suburban  Maywood. 

We  are  sure  you  will  enjoy  this  statis¬ 
tical  report  on  the  national — and  state- 
sponsored  institutes  of  the  past  sum¬ 
mer. 

Each  of  our  authors  is  a  busy  secre¬ 
tary,  but  when  asked  to  do  a  job  for 
the  National  Secretary,  each  took  the 
time  needed  to  do  the  job.  We  are  sure 
you  will  enjoy  reviewing  the  institute 
you  attended  and  learning  something 
of  the  scope  of  those  institutes  you 
could  not  attend. 
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NANCY  GOES  COLLEGIATE 


The  May  issue  of  THE  NATIONAL 
SECRETARY  carried  announcements 
about  seven  of  the  eight  Institutes  and 
Workshops  to  be  held  on  college  and 
university  campuses  during  the  1951 
Summer  Sessions.  NANCY  NATIONAL 
feels  that  the  pride  with  which  she  an¬ 
nounced  those  meetings  was  entirely 
justified— for  approximately  600  of  her 
sisters  and  cousins  attended  the  eight 
institutes  held  last  summer.  Two  of  the 
institutes  did  not  grant  college  credit, 
but  50 9?-  of  the  600  attendants  registered 
for  and  earned  college  credit — certainly 
an  encouraging  start  for  those  neces¬ 
sary  steps  toward  professionalization. 

In  the  reports  received  relative  to  the 
institutes  there  are  two  items  common 
to  all — the  colleges  were  impressed  by 
and  pleased  with  the  group  of  educa¬ 
tional  secretaries  that  they  entertained 
on  their  campuses,  and  each  secretary 
was  sure  that  the  institute  she  attended 
was  the  best  one  of  the  1951  season. 
An  analysis  of  the  various  programs 
shows  a  similarity  in  pattern  as  well  as 
variety  and  freshness  of  approach.  An 
attempt  was  made  in  each  program,  it 


seems,  to  maintain  a  balance  between 
technical  skills  and  the  more  profes¬ 
sional  skills  and  information  needed  by 
educational  secretaries. 

Your  institute  committee,  established 
at  the  annual  convention  this  year,  is 
interested  in  receiving  the  reactions  of 
those  of  you  who  have  attended  insti¬ 
tutes.  What  did  you  like  about  the  one 
you  attended?  What  suggestions  do  you 
have  for  changes  and  improvements  in 
program  for  another  year?  What  is  it 
that  you  personally  hope  to  acquire  by 
attendance  at  an  institute? 

We  are  currently  planning,  with  local 
and  state  committees,  on  Institute  pro¬ 
grams  for  1952.  At  the  present  time  we 
know  of  only  three  being  planned— 
Detroit,  Minneapolis,  and  Dallas.  If  any 
other  local  or  state  groups  would  like 
to  invite  Nancy’s  cooperation — we  would 
like  to  hear  from  you  soon. 

Martha  S.  Luck, 

Chairman  Institute  Committee, 
Northwestern  UnivA’sity, 

339  East  Chicago  Avenue, 
Chicago  11,  Illinois. 


For  your  convenience,  we  have  prepared  a  form  which  may  be  used  for 
Affiliation.  Please  fill  out  this  form  and  mail  it  to  Mrs.  Ora  S.  Dolsen,  467 
W.  Hancock,  Detroit  1,  Michigan. 

APPLICATION  FOR  AFFILIATION 

(Make  checki  payable  to  the  National  Association  of  School  Secretaries) 

The . Association  of  School  Secretaries 

wishes  to  affiliate  with  the  NA'nONAL  ASSOCIATION  OF  SCHOOL 
SECRETARIES  for  the  years  1950-51. 

Enclosed  is  five  dollars  ($5.00)  affiliation  fee.  New . 

Renewal . 

Names  of  Advisory  Council  Members  (1  per  20  National  members) : 
One-Year  Term  . 

Name  Address 

Two-Year  Term . 

Name  Address 

Date  of  organization  of  your  association  . 

OFFICERS  Names  Address  Leng^  of  term 

SIGNED  . 

Name  Address 

Office  held  in  the  Association  . 
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WE  TRAVELED  EAST 


Margaret  M.  Sadler 
Senior  clerk,  Newton  Public  School, 
Newtonville,  Massachucetts 


Saturday  morning,  August  4,  came 
forth  as  a  perfectly  beautiful  day  for  a 
wonderful  trip  to  Martha’s  Vineyard  for 
the  school  secretaries  who  arrived  a  day 
or  two  early  for  the  institute  that  was 
held  at  Boston  University,  August  6-10, 
1951.  It  was  indeed  a  grand  way  to 
start  a  week  of  lectures,  discussion  pe¬ 
riods,  and  last  but  not  least,  fun.  The 
bus  left  Boston  around  8:00  A.M.,  and 
took  the  group  to  Woods  Hole  where 
they  proceeded  from  there  by  boat  to 
Martha’s  Vineyard.  Many  points  of  in¬ 
terest  were  pointed  out  on  the  trip.  A 
tour  through  the  home  of  Emily  Post 
was  the  main  attraction.  The  crowd 
arrived  back  in  Boston  at  10:00  P.  M., 
looking  forward  to  a  week  of  work  and 
pleasure  with  some  new  acquaintance.s 
already  formed. 

The  institute  officially  opened  Monday 
morning,  August  6,  with  registration  of 
all  secretaries.  After  this  preliminary 
was  taken  care  of,  Mr.  Atlee  L.  Percy, 
Dean  of  the  University  and  Director  of 
the  Summer  Term,  welcomed  the  girls 
i  in  behalf  of  Boston  University,  and 
Alberta  P.  Donahue,  President  of  the 
Massachusetts  Association  of  School 
Secretaries,  also  gave  a  few  words  of 
welcome.  Mr.  Paul  E.  Elicker,  Executive 
Secretary,  National  Association  of  Sec¬ 
ondary-School  Principals,  and  the  first 
speaker,  used  as  his  topic :  “The  Respon¬ 
sibilities  and  Opportunities  of  the  School 
Secretary’’.  A  few  outstanding  remarks 
from  Mr.  Elicker  about  the  school  secre¬ 
tary  were:  1)  should  know  all,  see  all, 
hear  all,  but  never  tell  all  about  the 
schodl  system;  2)  is  generalissimo  incog¬ 
nito — work  often  goes  by  unnoticed;  3) 
relationship  should  be  friendly  and  tact¬ 
ful;  4)  should  be  confidante  of  all;  5) 
should  be  part  of  school.  Mr.  Elicker, 
in  closing,  said  that  there  is  a  great 
opportunity  today  for  the  school  secre¬ 
tary  and  a  great  challenge  in  education. 

A  lecture  and  discussion  on  the  “Prep¬ 
aration  and  Use  of  Handbooks”  was 
given  by  Professor  Marion  Wood.  The 
advantages,  disadvantages,  kinds,  sizes, 
and  contents  of  such  were  discussed. 
After  the  lectures  were  through  for  the 
day,  the  girls  broke  up  into  groups  and 
held  open  meetings,  bringing  up  any 
questions  that  might  have  arisen  during 
the  lectures.  Much  was  gained  in  these 
open  meetings. 


There  were  no  planned  activities  for 
this  evening,  because  Boston  stores 
were  open,  and  the  program  committee 
thought  it  should  be  left  free  for  those 
who  would  like  to  shop.  Many  of  the 
out  of  town  girls  took  advantage  of 
this  opportunity. 

Another  featured  speaker  who  is  well 
known  to  all  school  personnel  was  Mrs. 
Louise  Henderson  Nelson,  Supervisor 
Secretarial  Service,  Philadelphia  School 
District,  who  spoke  on  “The  Role  of  the 
School  Secretary”.  Mrs.  Nelson  stressed 
the  importance  of  the  school  secretary’s 
position  because  she  has  a  wider  variety 
of  problems  than  the  ordinary  secre¬ 
tary.  She  gave  the  foilowing  outline  to 
prove  the  point: 

1.  Basic  Skills.  She  must  be  quite 
competent  as  far  as  shorthand,  typ¬ 
ing,  office  machines,  etc.,  are  con¬ 
cerned. 

2.  She  must  be  a  Public  Relations  Ex¬ 
pert  due  to  the  fact  that  quite  often 
she  is  the  only  person  with  whom 
on  outsider  comes  in  contact.  First 
impressions  are  very  important, 
whether  they  be  personal  or  over 
the  telephone. 

3.  Child  Confidante.  Many  times  a  pu¬ 
pil  will  tell  the  secretary  about 
some  problem  when  they  might 
not  feel  they  could  confide  in  a 
teacher.  When  this  happens,  she 
must  remember  never  to  give  ad¬ 
vice.  That  should  come  from  the 
superintendent,  principal,  or  super¬ 
visor. 

4.  Knowledge  of  Community.  Mrs. 
Henderson  toid  how  new  secretaries 
in  the  Philadelphia  school  system 
are  taken  on  a  tour  of  their  com¬ 
munity.  They  visit  all  the  city 
departments  and  public  buildings  so 
that  they  will  have  a  better  under¬ 
standing  of  how  their  community 
is  run. 

5.  Lastly,  the  secretary  is  then  taken 
through  the  various  offices  of  the 
school  system.  Where  possible,  they 
sit  in  at  some  of  the  conferences 
which  help  them  to  better  under¬ 
stand  the  workings  of  the  inside  as 
well  as  the  out. 

In  closing,  Mrs.  Nelson  said  that  a 
competent  secretary  was  more  valuable 


and  harder  to  replace  than  a  good 
teacher.  She  is  the  very  center,  the 
cog  in  the  wheel  of  all  activity,  and 
should  certainly  receive  the  compensa¬ 
tion  due  her  profession. 

At  the  close  of  the  social  hour  held 
in  “The  Hubba”  where  refreshments 
were  served,  about  75  of  the  girls 
boarded  two  buses  and  were  driven  to 
Cohasset,  on  the  South  Shore,  where 
they  enjoyed  a  wonderful  shore  dinner 
served  at  Hugo’s,  a  restaurant  famous 
for  its  lobster.  After  eating  the  dinner 
leisurely,  we  again  boarded  the  buses 
for  a  short  ride  to  the  Music  Circus 
where  we  saw  “Naughty  Marietta’’.  The 
Music  Circus  was  probably  new  even  to 
some  of  our  local  girls.  It  only  came 
into  existence  about  two  or  three  years 
ago.  It  is  a  huge  tent,  with  the  actors 
and  actresses  performing  on  a  round 
disc  in  the  center  of  the  tent.  The  seats 
are  all  around  the  disc,  and  the  stars 
of  the  show  enter  from  many  different 
openings  in  the  tent.  It  is  quite  an 
unusual  sight  to  .see,  and  if  anyone 
should  happen  to  spend  her  vacation  on 
the  South  Shore,  I  might  suggest  she 
try  to  see  a  show.  There  are  two  more 
I  know  of  located  in  Hyannis  and  Fal¬ 
mouth,  both  worth  while.  Another  night 
a  group  went  to  Chinatown,  where  they 
had  dinner  at  “The  Good  Earth’’.  I  judge 
from  what  was  said  everybody  had 
plenty  to  eat.  ’The  last  trip  for  the  week 
took  the  girls  to  the  two  famous  battle 
grounds  in  New  England:  Concord  and 
Lexington.  Stops  were  made  at  the 
Green,  and  also  at  the  bridge.  A  tour 
through  Louisa  May  Alcott’s  home  was 
also  included  in  this.  There  were  many 
many  favorable  remarks  passed  about 
this  trip.  On  the  way  back,  the  group 


stopped  at  “The  Wayside  Inn’’  where 
they  were  served  dinner. 

The  final  meeting  of  the  Institute  was 
the  Round  Table  discussion.  I  believe 
many  points  were  brought  out  at  this 
particular  meeting  in  regards  to  the 
secretaries  responsibilities  and  the  ad¬ 
ministrators  responsibilities.  Many  of 
Mr.  Elicker’s  remarks  about  the  secre¬ 
taries  responsibilities  were  once  more 
voiced  here.  It  was  also  brought  out  that 
the  administrator  should  not  expect  his 
secretary  to  be  an  assistant  administra¬ 
tor.  Her  duties  should  be  allocated  to  her, 
she  should  have  a  pleasant  atmosphere 
in  the  office,  and  the  work  should  be  so 
planned  that  it  is  not  necessary  for  her 
to  work  every  night  after  5:00  P.M. 
This  is,  of  course,  expected  if  an  im¬ 
portant  matter  comes  up  that  cannot  be 
taken  care  of  in  the  morning. 

Other  subjects  covered  during  the 
week  were  Letter  and  Report  Writing, 
Sources  of  Information  for  the  School 
Secretary,  Poise  and  Personality,  Psy¬ 
chology  in  Schools  and  Public  Relations, 
and  Attacks  on  Public  Education  and 
How  to  Meet  Them. 


Taking  the  whole  week  into  considera¬ 
tion,  I  think  that  much  was  gained  by 
every  one  in  some  way,  especially  dur¬ 
ing  the  open  meetings  the  girls  com¬ 
pared  different  systems.  Some  went 
home  with  many  new  ideas,  and  others 
went  home  feeling  quite  elated  that  they 
were  able  to  pass  on  to  another  member 
of  this  great  organization  a  hint  or  two 
that  would  help  make  her  even  more 
important  in  the  growth  of  education 
today. 


WE  TRAVELED  WEST 


Eudora  Swesey,  Secretary  Commissioner  of  Libraries,  St.  Paul,  Minnesota 
Ruth  Grotefend,  Secretary  Marshall  High  School,  St.  Paul,  Minnesota 
Rosalie  Kollarich,  Secretary  to  President,  Macalester  College,  St.  Paul,  Minnesota 


Three  girls  who  had  a  common  in¬ 
terest  and  goal,  a  love  for  going  places 
and  seeing  things,  plus  a  desire  to 
know  each  other  better,  went  to  Cali¬ 
fornia.  As  you  can  probably  guess,  such 
a  combination  could  only  result  in  one 
of  the  best  trips  any  of  us  ever  had. 

The  Convention. 

We  arrived  at  the  Hotel  Durant  in 
Berkeley,  California,  Thursday  evening, 
June  28,  which  was  a  day  in  advance 
of  the  opening  of  the  convention.  This 


hotel,  headquarters  for  the  two-day  con¬ 
vention,  was  our  home  for  the  next 
eight  days.  It  was  just  two  blocks  from 
the  campus  of  the  University  of  Cali¬ 
fornia,  and  thus  we  were  conveniently 
located  for  attendance  at  the  workshop. 

This  was  the  17th  annual  convention 
of  the  National  Association  of  School 
Secretaries.  It  opened  with  registration 
Saturday  morning,  June  30.  A  general 
session  followed,  with  Ora  Dolsen,  first 
vice-president  of  the  NASS,  presiding. 
’There  were  two  group  meetings  in  the 
afternoon, — a  meeting  of  the  National 
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Advisory  Council  and  a  panel  discus¬ 
sion  on  the  topic,  "Honest  Injun;  Would 
YOU  Hire  Yourself  if  You  Were  BOSS?” 
Ruth  attended  the  panel  discussion  and 
she  reports  that  it  was  an  excellent  dis¬ 
cussion,  very  cleverly  done  by  five  girls 
from  our  membership. 

Rosalie  and  I  attended  the  Nationfil 
Advisory  Council  meeting  since  we  rep¬ 
resented  Minnesota  Chapter  on  this 
Council.  The  National  Advisory  Council 
is  made  up  of  delegates  from  local  and 
state  organizations  throughout  the 
United  States,  Hawaii  and  Canada,  and 
is  the  policy-making,  legislative  group 
of  the  National  Association.  The  Coun¬ 
cil  meets  once  a  year  at  the  time  of  the 
National  Convention,  and  up  to  this  year 
that  has  been  practically  its  entire  fiinc- 
tion,  but  it  is  planned  now  to  have  the 
Advisory  Council  function  during  the 
entire  year  and  serve  as  contact  between 
the  National  Association  and  the  local 
associations.  In  this  way  it  is  hoped  to 
develop  a  closer  relationship  between 
the  local  associations  and  the  natioucal 
association. 

The  convention  dinner  was  held  Satur¬ 
day  evening  at  Berkeley  Women’s  Club. 
We  all  enjoyed  this  event,  especially  the 
unique  movies  on  experiments  in  motion 
and  color  produced  by  a  member  of  the 
study  body  of  the  university. 

Sunday  morning,  July  1,  we  met  again 
for  the  annual  business  meeting.  Pre¬ 
vious  to  this,  the  national  executive 
board  had  had  several  meetings.  A  re¬ 
port  of  the  business  meeting  will  be 
sent  to  each  member  of  the  National 
Association  as  soon  as  possible,  so  a 
report  here  would  be  only  a  duplication. 

Our  national  president,  Edna  Atkin¬ 
son,  who  had  done  much  of  the  pre¬ 
liminary  planning  for  the  convention  and 
workshop,  was  unable  to  be  present 
because  of  illness.  We  were  very  for¬ 
tunate  to  have  the  able  leadership  of 
Ora  Dolsen,  first  vice-president,  who 
took  over  last-minute  preparations  for 
the  conference  and  did  an  excellent  job. 
We  are  all  very  proud  of  her. 

The  Workshop. 

Our  main  objective  was  the  convention 
and  workshop  at  Berkeley.  Two  of  us 
had  had  workshop  experience  before, 
but,  human  nature  being  what  it  is,  the 
most  recent  always  seems  to  be  the 
best.  We’re  not  saying,  therefore,  that 
it  was  the  best,  but  we  do  know  that 
it  was  wonderful.  It  was  a  fine  example 
of  what  we  should  aspire  to  here  in 
Minnesota  next  summer.  The  University 
of  California  and  our  National  Associa¬ 


tion  officers  went  all  out  in  providing 
courses  that  would  be  of  benefit  to  us  as 
educational  secretaries,  and  our  only  re¬ 
gret  was  that  time  didn’t  permit  us  to 
take  every  course  on  the  curriculum. 

Between  us  we  did  get  the  following: 
Significant  Trends  in  Education,  Com¬ 
munity  Relations,  Personality  Develop¬ 
ment,  Co-operative  Planning  in  Educa¬ 
tion.  In-Service  Training,  Public  Speak¬ 
ing,  Standards  and  Certification,  and 
Report  Writing.  In  addition,  there  was 
a  general  session  each  morning  where 
we  had  excellent  speakers  from  educa¬ 
tional  fields.  Two  were  from  the  Uni¬ 
versity  of  California  faculty,  one  from 
Stanford  University,  and  one  from  the 
American  School  Corporation,  New 
York.  Attendance  at  all  classes,  as  well 
as  the  general  sessions,  was  compulsory. 
Anyone  who  cut  even  one  class  received 
no  credit  for  the  entire  workshop.  That 
wasn’t,  however,  a  restriction  at  all 
because  we  wouldn’t  have  missed  one  for 
anything.  It  would  have  been  our  loss. 

What  did  we  get  out  of  all  this?  For 
one  thing  it  reaffimed  our  idea  that  we 
as  secretaries,  have  a  material  role  to 
play  in  the  field  of  education,  that  edu¬ 
cators  recognize  us  as  vital  to  the 
smooth  running  of  the  schools,  and  that 
we  have  a  very  important  part  to  play 
in  furthering  a  cooperative  spirit  in  our 
communities.  One  point,  heavily  stressed 
throughout  the  entire  workshop,  was 
that  education  is  everybody’s  business. 
It  tnust  be  everybody’s  business  if  our 
from  of  government  is  to  survive. 

We  also  got  a  great  deal  of  practical 
and  general  information.  Our  classes 
were  conducted  on  the  premise  that  we 
were  adults  who  had  an  objective  and 
who  had  achieved  a  certain  am.oum  of 
success  in  our  positions.  V’e  were  not 
told  what  the  courses  would  cover,  but 
it  was  assumed  that  we  were  there 
because  we  had  an  interest  in  that  par¬ 
ticular  subject.  ’Therefore,  we  were  in¬ 
vited  to  choose  what  phases  we  would 
like  to  discuss,  what  questions  we  would 
like  answered,  and,  in  general,  how  we 
should  approach  the  subject.  Opinions 
were  welcomed  and  questions  invited, 
and  many  interesting  discussion.^  de¬ 
veloped  under  the  guidance  of  the  in¬ 
structors.  Incidentally,  the  classes  were 
taught  not  only  by  professors  of  the 
University  of  California,  but  also  by 
members  of  our  National  Association 
who  had  had  experience  in  conducting 
classes. 

We  feel,  too,  that  one  of  the  greatest 
benefits  from  attending  the  workshop 
was  the  inspiration  gained  through 
working,  studying  and  meeting  with 
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others  having  the  same  problems,  and 
same  failures,  and  the  same  successes. 
Some  of  our  failures  assume  a  very 
small  stature  when  we  realize  that  they 
are  not  individual  problems  at  all  but 
the  common  lot  of  all  school  secretaries. 
We  all  have  the  same  need  for  achieve¬ 
ment  and  recognition,  and  the  same  de¬ 
sire  to  serve  our  communities  through 
work  well  done. 

And  lastly,  it  was  a  pleasure  to  make 
or  to  renew  friendships.  We  were  with 
a  wonderful  group  of  girls,  and  were 
proud  to  be  a  part  of  it. 

The  Fun. 

The  serious  part  of  our  venture  was 
to  represent  the  Minnesota  Chapter  at 
the  annual  convention  of  the  NASS  and 
to  increase  our  knowledge  by  attending 
the  workshop.  However,  our  time  wasn’t 
all  spent  in  being  serious  and  studious. 
We  couldn’t  help  having  fun,  too. 

How  could  we  close  our  eyes  to  the 
breath-taking  views  that  rose  before  us 
as  the  train  rounded  sharp  curves  and 
climbed  to  great  heights  above  the  giant 
Douglas  firs  covering  the  mountains? 
You,  too,  would  have  been  thrilled  at 
the  sight  of  snow-capped  mountains 
looking  down  on  placid  lakes  or  turbu¬ 
lent  streams.  And  if  you  had  entered 
Muir  Woods  with  us  you  would  have 
gasped  as  we  did  when  we  felt  ourselves 
shrinking  to  the  size  of  ants  as  our  eyes 
followed  to  their  summits  the  massive 
trunks  of  the  towering  redwoods.  We 
stood  with  quiet  thoughts  in  the  clear¬ 
ing  of  the  forest  where  the  delegates 
to  the  United  Nations  Conference  on 
International  Organization  met  one  Sun¬ 
day  in  1945  to  dedicate  the  spot  to 
Franklin  D.  Roosevelt,  Chief  Architect 
of  the  United  Nations  and  apostle  of 
lasting  peace  for  all  mankind. 

Each  new  day  had  some  gay  adven¬ 
ture  awaiting  us— a  boat  trip  from 
Vancouver  to  Seattle,  a  visit  to  Fisher¬ 
man’s  Wharf  via  the  clanging  cable  car 
to  enjoy  a  delicious  seafood  dinner; 
Chinatown  and  Cathay  House  to  have 
our  fill  of  exotic  Chinese  dishes; 
Viennese  food  at  Old  Europe;  the  seal 
rocks  and  ships  sailing  into  the  sunset 
on  the  ocean  and  a  pleasant  meal  at 
Cliff  House;  a  visit  to  Ghost  Town  to 
have  a  cozy  chat  with  “Handsome  Bill 
Brady’’  and  his  friend  (of  which  we  have 
a  lasting  reminder  in  our  photo  album). 
There  were  the  shops-  glamorous  places 
like  I.  Magnin’s,  colorful  Old  World 
places  like  Normandy  Lane  in  the  100- 
year  old  City  of  Paris  store— British 
shops.  Oriental  shops,  and  Mexican 
shops.  Indeed,  there  was  no  end  to  all 


the  things  we  could  do  and  places  we 
could  visit. 

But  it  wasn’t  just  the  beauty  of  the 
landscape,  nor  the  charm  of  the  shops, 
nor  the  mouthwatering  foods  that  de¬ 
lighted  us.  Getting  “lost”  on  buses  and 
street  cars  was  also  fun  because  we 
learned  that  people  were  friendly  and 
helpful  and  took  a  personal  interest  in 
others. 

Our  experiences  with  some  people 
would  take  many  pages  to  relate.  We 
particularly  enjoyed  the  bright  little  old 
man  on  the  bus  who  amused  everyone 
with  his  many  witticisms.  Eighty  years 
old  that  day,  he  had  had  only  one  birth¬ 
day  all  the  rest  were  anniversaries.  He 
remarked  that  a  woman  is  old  when  she 
has  lost  her  looks  but  a  man  is  old 
when  he  stops  looking.  And  he  demon¬ 
strated  his  youthfulness  by  following  a 
nice-looking  woman  to  a  back  seat  and 
engaging  her  in  conversation. 

We  sympathized  with  the  greatly  agi¬ 
tated  lady  from  Scotland,  who  had  lost 
her  passport,  and  we  laughed  with  her 
when  she  absent-mindedly  rubbed  tooth 
paste  on  her  face  instead  of  cold  cream. 
And  when  the  immigration  officials 
passed  her  by,  we  all  joined  her  in  a 
big  sigh  of  relief  and  a  happy  smile 
which  seemed  to  baffle  the  officials. 

This  could  go  on  and  on,  but  this  has 
been  enough  for  all  of  you  to  know  that 
we  enjoyed  our  travel  west  in  absolutely 
every  phase-  convention,  workshop,  and 
fun. 


Life 

Life  is  just  a  rambling  river 
Fed  by  many  streams,  whose  source 
Is  the  drops  of  faith  and  guidance. 
Gained  from  great  and  fruitful  forces. 
All  the  knowledge,  thought,  and  skill. 
Gathered  from  old,  settled  pools. 

Seeps  from  streamlets  into  one 
River,  filling  it  with  jewels 
Of  experience  and  time. 

Currents  of  connected  streams 
Flow  together  and  produce 
One  of  bubbling  life  that  beams. 

Deronda  Miller 


The  ideal  educational  secretary  is  one 
who 

— shoulders  the  minor  details  of  the 
office, 

— serves  as  public  relations  officers, 

— keeps  confidential  information  con¬ 
fidential,  and 

— has  sufficient  judgment  to  channel 
material  to  the  proper  persons. 

REPORT  the  Institute  for  Educational 
Secretaries  Michigan  State  College. 
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banking 


Today,  American  Business  realizes 
that  it  takes  peak  output  in  the  office 
to  achieve  peak  production  in  manu¬ 
facturing  and  distribution.  That’s  why 
top  secretaries  like  Transamerica’s 
Miss  Billings  go  for  the  swift,  effortless 
typing  sp>eed  of  the  Remington  Electri- 


conomy  Typewriter— those  20  crystal- 
clear  carbons  at  one  typing— this  hand¬ 
some  “Executype”  for  letters  of  true 
distinction  and  imiformity  that  will  be 
signed  with  pride— and  that  glorious 
“alive-at-five”  feeling  because  electric¬ 
ity  does  the  work. 


THE  FIRST  NAME  IN  TYPEWRITERS 


.ye. 


AND  WE  STAYED  NEARER  HOME 


Dori*  K.  Frye 
Arthur  Hill  High  School 
Saginaw,  Michigan 

Late  in  the  warm  afternoon  of  August  Budgeting,  Record-keeping”,  “Filing”, 

5,  1951,  the  first  arrivals  for  the  Mich-  and  “Office  Layout  and  Color  Dynamics”, 

igan  State  College  Institute  for  Educa-  Each  day’s  session  opened  with  a  gen- 

tional  Secretaries,  sponsored  by  the  eral  lecture,  followed  by  classes  of  one 

Michigan  and  National  Associations,  hour  each  (maximum  two  classes  per 

gathered  in  the  lobby  of  beautiful  Shaw  person).  Each  afternoon  a  “Workshop 

Hall.  After  registering  and  greeting  on  Handbook  Preparation”  was  held 

our  director,  Mr.  Lyle  Maxwell  of  the  under  the  direction  of  E.  A.  McIntyre, 

Business  Education  Department,  most  Assistant  Professor,  Department  of 

of  us  just  relaxed,  looking  forward  with  journalism,  Michigan  State  College, 

anticipation  to  Monday!  These  sessions  were  devoted  to  writing. 

The  “Order  of  the  Day”  on  Monday  editing,  typing,  illustrating,  mimeo- 

moming  listed  the  following  classes  for  graphing,  and  assembling  material  for 

the  week:  “Speech,  Public  Speaking,  our  handbook  which  was  distributed  at 

Parliamentary  Procedure”,  “Payroll,  the  close  of  the  institute. 
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M.  Sutton,  V.  Riley,  E.  Egner,  M.  Luck. 

Second  Row:  G.  Smith,  J.  Swartzendruber,  F.  Spiegel,  I.  Turowski,  L.  Nelson,  J. 

Whitaker,  D.  Irwin,  M.  Ackerman,  R.  Moss,  L.  Stone,  I.  Thomas. 

Back  Row:  F.  Stephan,  J.  Scofield,  L.  Parker,  B.  Filers,  G.  Fleming,  P.  Coy,  E. 

Schoenberg,  J.  Balsavich,  M.  Mahony,  D.  Frye,  M.  Price. 
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Front  Row:  A.  Donovan,  W.  Malone,  G.  Johnson,  J.  Dulsky,  M.  Wilson,  V. 
Cater,  D.  Mead,  N.  Richard. 


Second  Row:  V.  Dorjath,  E.  Ray,  P.  Palmer,  M.  Hecht,  R.  Colbert,  M.  Scheibner, 
C.  Payton,  J.  Washington. 


Back  Row:  A.  Smith,  B.  Roberts,  D.  Wirth,  D.  Hawn,  W.  Lockwood,  P.  Cox, 
I.  Grieshamer,  J.  Osborne. 


Our  first  lecturer.  Dr.  Guy  H.  Hill, 
Coordinator  of  High  School  Coopera¬ 
tion,  Michigan  State  College,  gave  us 
pointers  on  “How  to  Stay  Alive  as  Long 
as  You  Live”.  One  stays  young  by  be¬ 
ing  generous  toward  all  people,  by  look¬ 
ing  at  life  as  a  possibility  of  helping 
rather  than  tearing  associates  down  to 
your  own  size.  Another  way  of  keeping 
young  and  keeping  alive,  according  to 
Dr.  Hill,  is  for  the  superintendent  or 
principal  and  educational  secretary  to 
assume  they  are  partners  in  this  job 
of  serving  people.  There  was  not  so 
much  stress  on  things,  but  more  on 
children  to  help  them  grow  and  to  have 
self-control. 

Tuesday  morning.  Dr.  E.  L.  V.  Shelley, 
head  psychologist  of  the  Michigan  Boys’ 
Vocational  School,  emphasized  that  the 
first  step  in  “How  to  Stay  Sane  in  1951” 
was  to  learn  the  technique  of  relaxation. 
Have  on  tap  one  of  the  most  restful 
memories  you  have.  Keep  your  mind  so 
occupied  that  other  things  cannot  press 
in.  Learn  to  be  objective  by  insulating 
yourself  and  staying  warm,  friendly,  and 
interested  in  your  surroundings  and 
companions. 

We  gained  an  insight  into  the  com¬ 
plex  problems  of  the  retail  world  on 


Wednesday.  Mr.  Otis  Cook,  secretary- 
manager  of  the  Michigan  Retailers  As¬ 
sociation,  told  us  “that  in  order  to  help 
the  national  economy  there  is  needed 
constant  and  continued  increase  in  vol¬ 
ume  of  production,  good  distribution,  a 
better  job  of  public  relations  between 
producer  and  consumer,  continued  em¬ 
ployment  of  workers,  higher  wages, 
higher  taxes,  and  lower  prices.” 

On  Thursday,  Mrs.  Marjorie  Karker, 
director  of  Women’s  Activities  for  the 
Michigan  Farm  Bureau,  in  “How  to 
Look  and  Feel  Like  a  Million”  voiced 
a  “challenge  to  preserve  the  freedom 
handed  down  through  the  past  and  to 
pass  it  on  in  the  future.  This  job  will 
mean  long  hours  of  work,  and  the  work¬ 
ing  together  of  well-informed,  thinking 
people.  If  you  will  do  these  things,  you 
will  feel  like  a  million,  and  if  what  you 
do  makes  you  feel  like  a  million,  some 
of  it  will  spill  over  and  make  you  look 
like  a  million.” 

Concluding  our  week  of  “How  To’s”, 
Mrs.  Martha  Luck  of  Northwestern  Uni¬ 
versity,  spoke  to  us  on  “How  to  Identify 
an  Educational  Secretary”.  An  educa¬ 
tional  secretary  should  have  initiative 
and  imagination,  and  a  sense  of  respon¬ 
sibility;  she  should  possess  a  willingness 
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and  active  effort  to  improve;  she  should 
be  a  sound  thinker  and  have  the  ability 
to  analyze  procedures  in  detail.  The 
most  useful  and  conclusive  trait  by 
which  identification  will  be  completed, 
however,  is  that  of  being  able  to  work 
— hard! 

Professor  Nickle  of  the  Michigan 
State  College  Speech  Department  dis¬ 
cussed  telephone  techniques  in  the  first 
session  of  the  speech  class,  and  parlia¬ 
mentary  procedure  was  discussed  in  the 
Wednesday  session  by  Professor  Spon- 
berg.  In  the  closing  sessions,  methods 
of  overcoming  nervousness  in  making 
formal  and  informal  speeches  as  well 
as  ways  to  make  personal  introductions 
and  speech  introductions  were  discussed. 

The  “Payroll,  Budgeting,  and  Record¬ 
keeping”  class  was  highlighted  by  a  pre¬ 
view  of  the  uniform  child  accounting 
methods  to  be  introduced  this  fall  in 
Michigan,  simplified  budgeting,  and  ac¬ 
curacy  in  payroll  accounting.  Experts  in 
the  fields  mentioned  were  heard  and 
every  secretary  left  these  sessions  with 
at  least  one  new  idea  to  introduce  into 
her  system. 

Mrs.  Helen  Green  of  the  Business 
Education  Department  presented  the 
material  on  “Filing”.  A  short  indexing 
and  alphabetizing  test  was  g;iven.  Help¬ 
ful  suggestions  concerning  the  revamp¬ 
ing  of  filing  systems  were  made  and 
members  of  the  group  also  contributed 
ideas.  A  member  of  the  state  library 
staff  gave  suggestions  on  how  to  file 
miscellaneous  material  and  how  to  plan 
our  filing.  A  great  deal  of  helpful  mim¬ 
eographed  material  was  distributed. 

In  the  “Office  Layout  and  Color  Dy¬ 
namics”  class,  reception  techniques, 
office  furniture,  storage  space,  filing 
equipment,  lighting,  and  interoffice  com¬ 
munication  were  outlined  and  discussed 
by  Mr.  Einar  Larson  of  the  Business 
Education  department.  We  learned  that 
the  office  should  be  as  convenient  and 
comfortable  to  work  in  as  the  home 
area.  A  visit  by  the  group  to  a  new 
office  building  which  has  been  planned 
to  include  the  very  latest  innovations 
proved  to  be  an  interesting  experience. 
In  the  closing  session,  members  of  the 
gp^up  were  invited  to  present  individual 
office  layout  problems. 

It  was  not  all  work  and  no  play.  To 
start  the  social  activities  off  in  fine  style, 
a  Get-Acquainted  Tea  was  held  in  the 
Terrace  Lounge  on  Sunday  evening  fol¬ 
lowing  the  Vespers  Service.  There  was 
a  variety  of  entertainment  available  for 
the  week-day  evenings — canoeing  on  the 
Red  Cedar  River,  ice  skating,  movies. 


window  shopping.  On  Tuesday  evening 
a  picnic  was  held  at  East  Lansing  Pine- 
turn,  a  very  beautiful  park.  Refresh¬ 
ments  were  served  by  the  cafeteria  staff. 
You  should  have  seen  the  Virginia  Reel 
— no  music,  but  lots  of  fun.  On  Thurs¬ 
day  evening  an  informal  banquet  was 
enjoyed  by  the  secretaries  and  their  ad¬ 
ministrators  who  heard  Dr.  Alan  C. 
Lloyd,  editor  of  three  Gregg  publica¬ 
tions,  tell  us  “How  to  Stay  on  Top  of 
Your  Job”.  Dr.  Lloyd  urged  the  group 
to  rule  out  competition  with  anybody 
else,  never  to  try  to  advance  at  the  ex¬ 
pense  of  others,  to  do  whatever  is  put 
before  them  to  the  best  of  their  ability, 
and  to  stay  constantly  alert  to  the  op¬ 
portunities  to  grow  professionally.  An 
instrumental  trio  and  vocalist  from  the 
Michigan  State  College  Music  Depart¬ 
ment  provided  the  music.  Vocal  solos  by 
Viola  Cater  and  Helen  Radak,  accom¬ 
panied  by  our  musical  Institute  Director, 
Mr.  Maxwell,  highlighted  the  Friday 
“farewell”  luncheon. 

I  believe  the  group  in  attendance  at 
the  institute  feels  as  I  do,  that  the 
things  learned  this  week  have  helped 
educational  secretaries  to  “better  serve 
the  administrator,  the  educational  sys¬ 
tem,  and  the  community.  Emphasis  was 
placed  on  discussing  mutual  problems, 
broadening  scope,  exchanging  informa¬ 
tion  and  ideas,  and  developing  leadership 
and  fellowship.”  There  is  much  in  this 
world  to  be  learned,  and  learning  in  a 
group  seems  to  make  it  much  more  en¬ 
joyable.  Our  week  was  a  busy  one, 
but  we  hope  our  instructors  had  as 
much  fun  as  we  did,  and  I  know  they 
worked  harder! 

A  great  big  thank-you  to  Mr.  Maxwell, 
members  of  the  MichigaJi  State  Faculty, 
and  all  the  others  who  helped  so  much 
to  make  our  week  memorable  and 
worthwhile.  We  are  looking  forward  to 
another  institute  at  Michigan  State! 


As  the  Spanish  proverb  says,  “He  who 
would  bring  home  the  wealth  of  the 
Indies,  must  carry  the  wealth  of  the 
Indies  with  him.”  So  it  is  with  travel¬ 
ing;  a  man  must  carry  knowledge  with 
him,  if  he  would  bring  home  knowledge. 

Samuel  Johnson. 


Travel  makes  a  wise  man  better,  but 
a  fool  worse.  — Thomas  Fuller 


No  place  is  more  delightful  than 
one’s  own  fireside. 

Cicero  Epistolae  Ad  Familiares 


LIFE  MEMBERSHIP 


A  reminder  is  given  of  the  plan  for  Life  Membership  as  recommended  by  the 
committee  appointed  at  the  Executive  Board  Meeting  held  in  Chicago  in  July, 
1947  and  further  developed  at  the  meeting  in  Cleveland  in  July  1948.  We  reprint 
the  findings  of  the  Committee  as  published  in  February  1948. 

"Since  ‘life  membership  is  a  symbol  of  permanent  interest  and  loyalty 
to  the  profession,’  we  suggest  that  the  following  amendment  to  the  By-Laws 
be  presented  by  the  Executive  Board  for  action  by  the  membership  at  the 
July,  1948,  annual  meeting: 

“A  member  in  good  standing  for  more  than  two  consecutive  years  shall 
be  eligible  for  life  membership  upon  payment  of  twenty-five  dollars  in  full,  or 
ten  dollars  down  and  three  annual  installments  of  five  dollars  each.  A  life 
member  shall  be  entitled  to  all  the  privileges  of  an  active  member. 

“The  Committee  feels  that  the  life  membership  fees  should  be  disassociated 
from  the  regular  memberships  and  it  suggests  that  provision  be  made  whereby 
they  be  earmarked  and  invested.  This  arrangement  would  guarantee  that  they 
continue  to  render  service  to  the  profession  permanently. 

“Twenty-five  dollars  represents  continuous  membership  for  twelve  and 
one-half  years  and  the  deferred  payment  plan  makes  life  membership  possible 
for  every  school  secretary. 

“It  is  further  suggested  that  a  special  emblem  and  membership  card  be 
issued  to  life  members. 

“Favorable  action  on  this  amendment  is  imperative  because  of  the  growing 
financial  needs  of  the  As.sociation  necessary  to  carry  on  the  varied  activities 
and  service.s. 


Constance  K.  Cowardin 
Virginia  A.  Halsey 
Louise  H.  Nelson 
Betty  Zimmerman,  Chairman” 


MAKES  120  BRITE  COPIES  OF  ANY¬ 
THING,  TYPED,  WRITTEN  OR  DRAWN 
—PRINTS  ONE  TO  FOUR  COLORS  AT 
ONCE,  ON  ANY  WEIGHT  OF  PAPER 


TOP  CAPACITY,  COMPACTLY  STYLED  FOR  TODAY 

40  years  of  Ditto  leadership  are  concentrated  in  this  great  new 
duplicator.  It  is  a  versatile,  big-production  machine,  in  sleek 
modern  design,  with  features  so  advanced  that  it  seems  to  "ruo 
by  itself.”  Every  day  it  will  bring  all  the  benefits  of  duplicatioo, 
to  your  teaching,  selling  or  management  work 

TOP  QUALITY,  PRICED  FOR  TODAY 

Ditto’s  40  year  duplicator  experience  backs  this  great  machine. 
It  has  balanced  velvet  action,  for  longest  life  and  sweet  perform* 
ance.  It  has  Ditto’s  new  "Magic”  hngertouch  Copy  Control,  for 
all-over  brilliance  of  every  sheet,  from  first  to  last  copy.  It  has 
instant  adjustment  for  various  sizes  and  weights  of  stock.  It  can 
be  refilled  and  restocked  without  adjustment.  It  has  stainless 
steel  parts,  for  indefinite  life.  It  is  the  finest  of  duplicators,  the 
greatest  value  ever  offered.  See  and  try  the  great  D*l0l 

Know  how  it  can  aid  you  daily! 


DITTO. 

DITTO,  Incorporated 

2259  W.  HARRISON  STREET,  CHICAGO  12,  ILUNOIS 
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PUBLICITY 


Perhaps  we  do  not  feel  that  our  re¬ 
sponsibility  as  publicity  chairmen  for 
our  respective  groups  is  of  world-shak¬ 
ing  magnitude.  For  that  reason  it  may 
easily  be  slighted.  Of  course,  we  do  not 
intend  to  neglect  our  duties.  Chances 
are  when  we  were  appointed  we  said 
to  ourselves  something  like  this:  “Well, 
if  they  really  want  me  (with  my  lack 
of  experience)  to  be  in  charge  of  pub¬ 
licity,  I’ll  make  ’em  just  as  good  chair¬ 
man  as  the  next  one!”  And  then  having 
made  this  inward  resolve  we  already 
feel  a  slight  glow  of  satisfaction.  What 
happens  next?  In  many  instances  we 
immediately  proceed  to  become  so  busy 
that  we  fail  to  “follow  through”  on  our 
good  intentions  to  the  extent  we  had 
planned. 

So  much  for  hindsight  from  one  who 
knows  about  such  things  first  hand.  To 
those  who  are  brand-new  at  the  job 
this  year,  it  could  happen  to  you! 

Right  now  let’s  look  ahead  to  the  new 
1951-52  school  year.  We  have  already 
made  our  resolutions.  Now  is  the  time 
to  get  started  on  our  plans!  Perhaps  as 
the  first  step  we  may  feel  the  need  of 
learning  a  little  more  about  what  con¬ 
stitutes  good  publicity.  In  this  connec¬ 
tion  I  recommend  that  you  enlist  the 
aid  of  local  persons  of  experience  and 
also  your  local  library.  Preparation  and 
planning  in  advance  will  pay  dividends. 

Then  from  time  to  time  as  special 
events  centering  around  your  group  are 
impending  ask  yourself,  “How  can  this 
occasion  be  publicized  in  the  most  bene¬ 


ficial  manner?”  Of  course,  a  good  pic¬ 
ture  enlivens  any  news  story.  When  the 
occasion  warrants,  the  local  newspaper 
photographer  will  usually  oblige  if  noti¬ 
fied  in  advance.  Remember,  the  success 
of  your  group  does  depend  in  large  part 
on  how  well  you  discharge  your  responsi¬ 
bility  for  securing  the  most  desirable 
type  of  publicity. 

Finally,  I  wish  to  suggest  that  with 
adequate  publicity  on  the  local  level,  it 
is  relatively  simple  to  report  for  your 
local  group  to  the  National  Publicity 
Committee.  You  thus  are  in  effect  asked 
to  serve  in  a  dual  role.  Please  send  to 
your  National  Chairman  all  the  reports, 
clippings,  etc.,  available.  They  may  sup¬ 
ply  just  the  bit  of  information  needed 
in  reporting  on  our  nation-wide  activi¬ 
ties.  We  propose  to  keep  a  scrap  book 
and  file  of  this  material  by  states.  We 
will  air  on  the  national  level  as  many  as 
possible  of  your  local  events. 

In  short,  ours  is  an  important  assign¬ 
ment.  Let  us  do  the  job  thoroughly  and 
completely.  Then  all  of  us  will  benefit, 
and  what  is  more,  we  shall  enjoy  our 
work  the  more.  So  let  us  hear  from 
you  again  and  again! 

Ella  Mae  Flippen, 

State  Department  of  Education 
Jefferson  City,  Missouri. 


Son,  observe  the  time  and  fiy  from  evil. 

St.  Mary’s  Church,  Chinatown, 

San  Francisco. 


I 
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(me 


You  type  the  easy  way,  the  fast  way,  the 
“letter  perfect”  way  .  .  .  when  you  have 
an  IBM! 

With  an  IBM  Electric  Typewriter,  you  turn 
out  consistently  beautiful  work  .  .  .  almost 
without  effort.  You  finish  yoxir  regular 
typing  more  quickly  . . .  have  time  to  spare 
for  other  important  work. 

Isn’t  it  time  you,  too,  had  an  IBM  Electric? 


For  descriptive  folder, 
write  to  IBM,  Dept. 
K-3, 590  Madison  Ave., 
New  York  22,  N.  Y. 
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LISTENING  IN 


As  Nancy  comes  calling  on  you,  she 
brings  news  of  her  cousins  and  friends 
from  border  to  border  and  coast  to 
coast — to  say  nothing  of  Hawaii.  Many 
of  you  she  saw  in  person  at  the  various 
workshops  and  institutes  held  during 
the  summer;  her  news  about  others  has 
come  from  organization  newsletters, 
bulletins,  personal  letters  and  pub¬ 
licity  committee  reports.  So  in  the 
middle  of  these  busy  days  of  the  first 
months  of  school,  take  a  few  minutes 
to  enjoy  reading  about  your  co-workers. 

In  this  column  Nancy  will  try  to 
bring  you  information  about  activities 
across  the  country.  Will  you  help  by 
sending  news  of  your  group?  If  you 
have  a  regular  publication,  please  have 
the  name  of  the  Listen-In  Editor  placed 
on  the  mailing  list.  If  your  group  has 
no  regular  news  bulletin,  assume  the 
responsibility  yourself  of  sending  a  re¬ 
port  of  your  activities. 

ARKANSAS 

The  objectives  of  the  Arkansas  As¬ 
sociation  of  School  Secretaries  are  to 
raise  the  standards  of  the  group 
through  organization,  to  pool  ideas  and 
ideals  toward  a  more  efficient  service 
to  the  school  and  community,  to  ad¬ 
vance  a  professional  spirit  and  to 
establish  a  closer  bond  of  cooperation 
among  school  secretaries.  Officers  of  the 
organization  are:  President,  Catharine 
Yates;  Vice-president,  Irene  Hart;  Sec- 
end  Vice-president,  Ora  Meeks;  Third 
Vice-president,  Thelma  Paulette;  Fourth 
Vice-president,  Corrinne  Messenger; 
Corresponding  Secretary,  Dorothy  Mc¬ 
Allister;  Recording  Secretary,  Irene 
George;  Parliamentarian,  Annie  Lange; 
Hi.storian,  Louise  Huddleston. 

Fort  Smith 

A  new  chapter  of  the  Arkansas  Asso¬ 
ciation  has  been  organized  at  Fort 
Smith,  with  an  initial  membership  of 
17.  Catharine  Yates,  state  president. 


assisted  in  the  formation  of  the  new 
local  group. 

Little  Rock 

Last  year,  the  Superintendent  of  the 
Little  Rock  Schools  invited  five  secre¬ 
taries  to  speak  for  the  Institute  for 
Principals  on  the  subjects  of  ‘‘The  School 
Secretary  and  the  Parent”  and  ‘‘What 
a  Secretary  Expects  of  a  Principal.” 
The  participants  felt  this  was  fine  recog¬ 
nition  and  publicity  for  the  association. 
Under  the  direction  of  the  Superin¬ 
tendent,  another  institute  for  principals 
and  secretaries  was  held  during  the 
summer. 


CALIFORNIA 

Nancy’s  new  cousin,  Callie  California, 
made  her  debut  in  Berkeley  on  July  4. 
With  a  charter  membership  of  ap¬ 
proximately  125,  the  new  California  As¬ 
sociation  of  Educational  Office  Em¬ 
ployees  is  off  to  a  lusty  start.  Pending 
the  election  of  regular  officers,  the 
Chairman  of  the  organizational  com¬ 
mittee,  Dora  Lord  of  Los  Angeles,  will 
continue  to  lead  the  new  group.  Candi¬ 
dates  for  office,  nominated  at  Berkeley, 
are:  President,  Elizabeth  McKeown, 
Los  Angeles;  First  Vice-president,  An¬ 
nette  Uehling,  San  Diego;  Second  Vice- 
president,  Betty  Jane  Powell,  Sacra¬ 
mento;  Third  Vice-president,  Elizabeth 
M.  Hall,  Alameda;  Recording  secretary, 
Dorothy  Lawson,  Los  Angeles;  Corre¬ 
sponding  secretary,  Doris  Smith,  Tu¬ 
lare;  Treasurer,  Evelyn  Shipley,  Los 
Angeles.  Area  representatives  nomin¬ 
ated  are:  Northern,  Sybil  Jamieson, 
Eureka;  Central,  Helen  Tliarp,  Coalinga; 
Southern,  Helen  M.  Fenner,  Paramount. 

The  climax  of  a  series  of  organization¬ 
al  meetings  was  the  California  Break¬ 
fast  at  which  Callie  appeared  for  the 
first  time;  dressed  in  calico,  Callie  joined 
Nancy  National  and  Pikes  Peak  Peggy 
at  the  head  table.  Credit  for  dress¬ 
ing  the  new  cousin  goes  to  Hazel  Don- 
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aid  of  Los  Angeles,  who  also  furnished 
very  clever  handmade  place-cards.  An¬ 
other  credit  goes  to  Betty  Jane  Powell 
of  Sacramento  for  having  a  newsletter 
ready  for  each  Californian  as  she  regis¬ 
tered.  Special  appreciation  is  due 
Evelyn  Corbett  for  serving  as  treasurer 
and  worrying  over  dues,  registrations, 
and  reservations.  Hearty  congratula¬ 
tions  to  Dora  and  all  who  made  the 
first  California  state  meeting  so  suc¬ 
cessful. 

Los  Angeles  County 

The  president  of  the  Los  Angeles 
County  School  Secretaries  Association, 
formerly  Dorothy  Bobbitt,  is  now  Mrs. 
Robert  G.  Cooledge.  Dorothy  will  be 
remembered  by  many  of  those  attend¬ 
ing  the  Salt  Lake  City  convention  and 
the  Northwestern  Institute,  where  she 
participated  in  a  leader. 

The  annual  May  Breakfast  of  the 
County  Association  was  held  at  the 
Athletic  Club  with  approximately  two 
hundred  administrators,  guests,  and 
members  present.  Dr.  Harold  Titus  of 
U.C.L.A.  was  the  speaker,  addressing 
his  remarks  to  “successful  administra¬ 
tors,  their  successful  wives,  and  their 
successful  secretaries.” 


The  first  fall  meeting  was  held  on 
September  22  at  the  Thomas  B.  Moffit 
School  in  Norwalk  —  the  newest  school 
in  the  County.  Speaker  was  the  Rev. 
Alec  G.  Nichols  of  Santa  Ana,  whose 
topic  was  “You  and  Your  Public”. 

COLORADO 

Pike’s  Peak  Peggy  traveled  to  Ber¬ 
keley  to  join  Nancy  National  and  her 
cousins  at  the  annual  convention  b^m- 
quet.  Although  less  than  a  year  old,  the 
Colorado  Association  of  Education  Sec¬ 
retaries  co-sponsored  an  Institute  at  the 
University  of  Denver  during  the  sum¬ 
mer.  An  active  ways-and-means  com¬ 
mittee  is  sponsoring  the  sale  of  greet¬ 
ing  cards  and  gift  wrappings. 

Denver 

New  officers  of  the  Denver  Associa¬ 
tion  were  installed  at  a  luncheon  held 
at  the  Cherry  Hills  Country  Club.  Reg¬ 
ina  Olander  is  the  new  President; 
Frances  Taylor,  Vice-president;  Cather¬ 
ine  Diamond,  Secretary;  Marg^uerite 
Henning,  Treasurer. 

The  Denver  Board  of  Education  ap¬ 
proved  all  requests  for  leaves  of  ab¬ 
sence  to  attend  the  National  convention 
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and  workshop  in  California  and  the 
State  workshop  in  Denver.  The  time 
to  attend  the  meetings  was  granted 
with  salary  and  in  addition  to  regular 
vacation  time.  The  Board  of  Education 
also  allowed  $50  toward  expenses  to 
each  of  six  delegates  to  the  Berkeley 
meetings,  and  the  Denver  Public  Schools 
Employees’  Council  allowed  full  ex¬ 
penses  to  one  delegate.  A  portion  of 
the  expenses  of  the  incoming  president 
was  allowed  by  the  Association  and  $50 
each  was  allowed  to  six  members  who 
attended  the  National  convention  and 
institute.  Congratulations  on  such  fine 
cooperation  from  administrative  and  em¬ 
ployee  groups. 

CONNECTICUT 

Vol.  I,  No.  I  of  The  Connecticut  Edu¬ 
cational  Secretary,  issued  in  June,  is 
a  very  interesting  addition  to  our  grow¬ 
ing  list  of  publications.  According  to 
the  president,  Helen  S.  Woodford  of 
Hartford,  “Our  fledgling  Connecticut 
Association  of  Education  Secretaries  is 
now  definitely  air-bome!  ...  The 
four  regional  conferences  proved  to  be 
popular  as  well  as  constructive.  The 
theme  for  all  was  ‘Business  at  the 
Crossroads’.  Since  the  desk  of  the  edu¬ 
cational  secretary  is  usually  right  at 
this  junction  with  traffic  going  in  all 
directions,  this  developed  into  a  very 
interesting  subject.  Attendance  at  these 
meetings  provided  an  opportunity  to 
make  new  friends,  to  gain  new  knowl¬ 
edge  and  to  find  a  new  sense  of  belong¬ 
ing.’’ 

Serving  with  Helen  as  officers  are 
Virginia  Westcott,  Recording  Secretary: 
Dora  Stevens,  Corresponding  Secretary: 
and  Mildred  Bristol.  Treasurer.  The 
officers  have  undertaken  a  number  of 
exploratory  interviews  with  state  offi¬ 
cials  regarding  certification  for  educa¬ 
tional  secretaries.  The  whole  problem 
is  currently  under  review  and  ideas 
are  most  welcome  concerning  standards 
to  be  established  for  new  entrants  and 
for  those  who  have  proved  competency 
by  on-the-job  experience. 

Hartford 

Every  public  school  office  in  Hartford 
was  supplied,  last  year,  with  a  reference 
handbook  compiled  by  the  Hartford  Pub¬ 
lic  Schools  Secretarial  Association, 
which  contained  complete  information 
on  the  city’s  procedure  and  policies  in 
the  school  system.  The  100-page,  loose- 
leaf  handbook  was  prepared  by  a  com¬ 
mittee  headed  by  Pearl  Kenig.  The  Su¬ 
perintendent  of  Schools  praised  the  secre¬ 
taries  for  the  accomplishment  and  laud¬ 


ed  them  for  devotion  “beyond  the  line 
of  duty”, 

FLORIDA 

At  the  annual  meeting  of  the  Dade 
County  Secretaries,  the  Code  of  Ethics 
of  the  National  Association  of  School 
Secretaries  was  adopted.  According  to 
Betty  Taylor,  out-going  President,  one 
of  the  projects  for  1951-52  will  be  the 
organization  of  a  state  association.  Bet¬ 
ty  Joe  Hoover  of  Miami  Jackson  Senior 
High  School  is  the  new  President  of 
the  Dade  County  group. 

HAWAII 

The  Hawaii  School  Secretaries  Asso¬ 
ciation  reached  a  membership  of  35 
during  the  last  school  year.  This  num¬ 
ber  included  all  of  the  Central  Hawaii 
school  secretaries  and  the  majority  of 
the  East  Hawaii  secretaries  and  clerks. 
This  active  group  is  to  be  congratulated 
on  a  fine  year’s  program,  as  outlined 
in  the  annual  reports  presented  at  the 
Third  Annual  Meeting  in  May.  Guest 
speakers  throughout  the  year  included 
Mr.  Ernest  B.  de  Silva,  District  Super¬ 
intendent  of  Hawaii  Schools:  Mr.  George 
Hewitt,  Director  of  Personnel  and 
Classification  for  the  Civil  Service  Com¬ 
mission:  and  Mr.  M.  Bordner,  Execu¬ 
tive  Secretary  of  the  HGEA  for  the 
Island  of  Hawaii.  Other  school  and 
county  officials  also  participated  in  the 
programs.  In  addition  to  newspaper 
publicity,  activities  of  the  group  have 
been  announced  on  the  KHBC  “Calen¬ 
dar  of  Events”. 

To  carry  on  for  the  current  year,  the 
following  officers  were  re-elected:  Pres¬ 
ident,  Sadako  Okimoto:  First  Vice-pres¬ 
ident,  Mildred  Toledo:  Second  Vice-pres¬ 
ident,  Bernice  Kawamoto:  Secretary, 
Ruth  Takeuchi:  Treasurer,  Michiko 
Uchimura. 

INDIANA 

April  was  a  busy  month  for  members 
of  the  Indiana  Association  of  School 
Secretaries,  with  three  regional  meet¬ 
ings  being  held.  Under  the  direction  of 
Mamie  Messmer,  president,  meetings 
were  held  in  Evansville,  Elwood,  and 
Logansport.  Mamie  also  participated  in 
the  Regional  NEA  Conference  in  To¬ 
ledo:  Mary  Bowers  took  part  in  the 
City  Teachers  Regional  Conference  at 
Purdue  University, 

Certification  for  Indiana  educational 
secretaries  was  approved  on  May  18: 
by  now,  they  are  probably  all  filling 
out  applications. 
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MAINE 


Indiana  secretaries  are  active  in  com¬ 
munity  events  as  well  as  school  events 
as  shown  by  the  recognition  given  Mel¬ 
ba  Demaree,  our  National  treasurer; 
Melba  was  honored  at  a  dinner,  being 
named  an  outstanding  community  per¬ 
son.  Travis  Ewing,  vice-president  of  the 
Indiana  group,  was  named  “Miss  Democ¬ 
racy”  to  reign  during  the  Armed  Forces 
Day  Celebration  in  May.  Mabel  Monfort 
was  honored  at  a  dinner  in  recognition 
of  her  twenty-six  years’  service  in  the 
Shelbyville  School  System. 


IOWA 

Here  is  a  new  wrinkle  for  obtaining 
memberships — the  Iowa  State  Educa¬ 
tion  Association  sponsors  an  insurance 
plan  for  educators,  the  main  qualifica¬ 
tion  being  that  those  who  obtain  pol¬ 
icies  be  members  of  some  educational 
organization.  The  Iowa  Association  of 
School  Secretaries  has  gained  some  new 
memberships  from  individuals  who 
wanted  to  obtain  the  insurance.  The 
Association  has  accepted  these  applica¬ 
tions  and  hopes  to  interest  the  new 
members  in  other  activities  and  ad¬ 
vantages  of  the  group. 


KANSAS 

Although  less  than  a  year  old,  Katie 
Kansas  is  a  rapidly  growing  member 
of  Nancy’s  family.  With  over  fifty  mem¬ 
bers,  the  Kansas  Association  of  School 
Secretaries  is  an  affiliated  group  of  the 
Kansas  Teachers  Association.  The  first 
Kansas  workshop  for  secretaries  was 
held  at  the  University  of  Wichita  in  the 
spring,  with  an  attendance  of  51. 

The  fall  meeting  of  the  Association 
will  be  held  in  Topeka  on  November  2. 


KENTUCKY 

An  interesting  letter  from  Elsie  For¬ 
man  of  Barbourville  brings  news  of  the 
formation  of  the  Kentucky  Association 
of  School  Secretaries.  A  mailing  list  of 
secretaries  and  clerks  in  public  schools 
and  colleges  was  developed  by  cor¬ 
respondence  with  school  superintendents 
and  college  presidents.  A  non-super- 
stitious  group  met  in  Louisville  on  Fri¬ 
day,  April  13,  when  initial  plans  for  a 
state  organization  were  made.  Elsie 
was  appointed  chairman  and  authorized 
to  appoint  the  necessary  committees. 
’The  group  favored  holding  three  sec¬ 
tional  meetings  during  the  fall,  and 
plans  for  the  meetings  are  now  well 
under  way.  The  new  Association  will, 
of  course,  be  affiliated  with  the  NASS. 


The  spring  issue  of  the  Bulletin  of 
the  Maine  School  Secretaries  Association 
contains  a  most  interesting  history  of 
secretarial  work.  Going  back  to  Bib¬ 
lical  times,  reference  is  made  to  the 
scribes  who  sat  on  street  corners  and 
made  a  meager  living  by  writing  mes¬ 
sages  for  those  who  could  not  read  or 
write.  And  did  you  know  that  in  63 
B.C.,  a  Roman  named  Marcus  Tullius 
Tiro  invented  a  system  of  shorthand 
to  record  the  speeches  of  Cicero  and 
other  Roman  senators?  The  article  con¬ 
tinues  to  trace  the  development  of  what 
we  now  know  as  stenog^raphic  services  to 
the  mechanical  devices  of  the  present 
day. 

Another  article  in  the  Bulletin  con¬ 
siders  the  task  of  the  secretary  in  un¬ 
derstanding  the  special  conditions  in 
her  office,  in  accepting  them,  and  ad¬ 
justing  to  them.  "These  are  the  qualifi¬ 
cations  recommended  as  necessary  in 
the  daily  conduct  of  an  office:  accuracy, 
adaptability,  alertness,  ambition,  de¬ 
pendability,  efficiency,  executive  ability, 
honesty,  interest,  judgment,  loyalty, 
memory,  neatness,  promptness,  respon¬ 
sibility,  tact. 


FULLER 

Cleaning  Equipment 

LASTS  LONGER 


•  Write  Today  To 

INDUSTRIAL  DIVISION 

The  FULLER  BRUSH  Co. 

3548  Main  St..  Hartford  2,  Conn. 
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MARYLAND 


MICHIGAN 


The  Baltimore  Public  School  Secre¬ 
taries  Association,  in  addition  to  its 
four  regular  dinner-meetings,  is  active 
in  arrangements  for  the  Professional 
Development  Program  for  all  public 
school  secretaries.  Three  general  meet¬ 
ings  were  held  last  year,  dealing  with 
office  etiquette,  attitudes,  information 
about  the  local  school  system,  and  cor¬ 
rect  methods  of  handling  duties.  Films, 
speakers,  and  dramatizations  were  used 
in  developing  the  ideas. 

The  regular  dinner-meetings  of  the 
Association  featured  outstanding  speak¬ 
ers  following  the  business  meetings; 
speakers  included  a  woman  personnel 
director  from  a  local  department  store, 
a  newspaper  writer,  and  an  exchange 
teacher  from  England. 

MASSACHUSETTS 

The  Newton  Public  Schools  Secre¬ 
taries’  Association  should  be  very  proud 
of  the  appreciation  of  the  school  system 
for  the  work  of  the  organization,  as 
expressed  in  a  letter  dated  June  6.  The 
letter  says,  in  part  .  .  .  “the  status 
of  the  school  secretary  in  the  Newton 
Public  Schools  is  coming  each  year  to 
fuller  recognition.  The  Newton  school 
secretaries  have  always  known  that  they 
have  occupied  an  important  place  in  our 
organization.  It  is  good  to  see  that  that 
opinion  is  now  being  held  more  uni¬ 
versally.  .  .  .  The  Workshops,  the  pro¬ 
posed  handbook,  the  Newton  secretaries 
leadership  in  bringing  about  the  Bos¬ 
ton  University  summer  session,  even  the 
First  Aid  courses  have  all  helped  to 
bring  recognition  and  .  .  .  reward  to  the 
school  secretaries.” 

A.P.S.  includes  the  information  that 
secretaries  desiring  to  “take  on  the 
rigors  of  the  workshop  for  school  secre¬ 
taries  at  Boston  University  this  sum¬ 
mer”  may  obtain  free  scholarships  so 
that  they  may  attend  without  tuition 
cost. 

Current  officers  of  the  Newton  Asso¬ 
ciation  are :  President,  Katharine  D. 
White;  Vice-president,  Margaret  M.  Sad¬ 
ler;  Secretary,  Mary  E.  Clarke;  Treas¬ 
urer,  Nora  M.  O’Sullivan.  At  the  an¬ 
nual  meeting,  held  in  Framingham,  the 
above  officers  were  elected  and  yearly 
reports  given  by  the  Retirement,  Pub¬ 
licity,  Economic  Research,  and  Finance 
Committees. 


At  the  annual  convention  of  the  Mich¬ 
igan  Association  of  School  Secretaries, 
held  at  Muskegon,  the  following  officers 
were  elected:  President,  Ruth  Pake; 
Vice-president,  Dorothy  Rizner;  Cor¬ 
responding  Secretary,  Lucretia  Nichols; 
Recording  Secretary,  Florence  McCal- 
lum;  Treasurer,  Eleanor  Egner. 

The  Institute  co-sponsored  by  the 
M.A.S.S.  and  the  N.A.S.S.  held  at  Mich¬ 
igan  State  College  in  East  Lansing  was 
a  glowing  success.  The  very  complete 
report,  issued  by  Merry  Mich  and  Nancy 
National,  is  packed  with  helpful  advice 
and  useful  information.  There  are  hints 
of  lots  of  fun,  too. 

The  June  issue  of  the  M.A.S.S.  News¬ 
letter  contains  a  transcript  of  the  ma¬ 
terial  on  Reception  Work  prepared  by 
Miss  Clutterbuck  for  the  state  conven¬ 
tion.  It,  too,  is  extremely  valuable  and 
in  addition  to  considering  attitudes  and 
philosophy,  gives  many  specific  tech¬ 
niques  for  taking  care  of  callers — prob¬ 
lem  and  otherwise. 

An  Educational  Secretaries  Section 
was  included  in  the  Central  Michigan 
Guidance  Conference  on  September  29 
at  Mount  Pleasant.  The  program  for 
the  section  was 

New  Trends  in  Guidance  .  ,  .  Pro¬ 
fessor  Einar  Larson,  Michigan  State 
College 

Discussion,  The  Educational  Secre¬ 
tary’s  Role  in  Guidance 

Leader:  Julian  W.  Smith,  Depart¬ 
ment  of  Public  Instruction 

a.  As  a  Keeper  of  and  Interpre¬ 
ter  of  Records 

b.  As  a  Member  of  Committees 

c.  As  a  Person 

d.  As  a  Member  of  the  Profes¬ 
sional  Staff 

( 1 )  Professional  Improvement 

(2)  In-Service  Training 

(3)  Participation  in  Local, 
State,  and  National  Conferences 
by  Members  of  the  Michigan  As¬ 
sociation  of  School  Secretaries. 

Other  section  groups  were  held  for 
college  personnel  workers  and  faculty 
counselors,  parents,  principals  and  super¬ 
intendents,  elementary  teachers,  junior 
high  school  teachers,  and  senior  high 
school  teachers.  Plans  for  the  participa¬ 
tion  of  the  secretaries  were  under  the 
direction  of  Mary  M.  Coyle,  past  presi¬ 
dent  of  the  Association. 
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MINNESOTA 

The  Third  Annual  Spring  Conference 
of  the  Minnesota  Chapter,  N.A.S.S.,  was 
held  in  St.  Paul  on  May  5.  Preceding 
the  business  portion  of  the  conference 
a  “brunch”  with  vacation  style  show 
was  enjoyed  (members  served  as 
models),  and  a  delightful  film-talk  on 
South  America  was  presented.  During 
the  business  meeting,  the  possibility  of 
a  Minnesota  institute  in  1952  was  dis¬ 
cussed.  A  resolution  was  adopted  con¬ 
cerning  the  creation  of  a  committee  to 
gather  information  about  certification 
of  school  secretaries.  Notice  of  the 
spring  conference  was  included  in  the 
Minnesota  Journal  of  Education,  official 
publication  of  the  Minnesota  Education 
Association. 

Congratulations  are  extended  to  Rosa¬ 
lie  Kollarich,  president,  and  Ruth 
Grotenfend,  editor  of  the  Minnesota 
Cha’ter,  on  a  most  attractive,  well  set¬ 
up  and  informative  publication. 

MISSOURI 

The  Missouri  Association  of  School 
Secretaries  conducted  a  work-conference 
in  late  April,  which  was  attended  by 
151  educational  secretaries.  Held  in  Jef¬ 
ferson  City,  the  conference  was  so  suc¬ 
cessful  that  it  is  hoped  to  make  it  an 
annual  event.  The  program  opened 
on  Friday  evening  with  a  get-acquainted 
session  and  a  movie.  “Qualities  of  a 
Good  Secretary”.  On  Saturday  there 
was  an  opening  session  with  Commis¬ 
sioner  Hubert  Wheeler  as  speaker;  tour 
of  the  Capitol,  State  Department  of 
Education,  and  Governor’s  Mansion;  sec¬ 
ond  session  with  the  Superintendent  of 
Schools  as  speaker;  third  session  with 
staff  members  of  the  State  Department 
of  Education  discussing  various  report 
forms;  fourth  session  with  the  secretary 
to  the  President  of  the  Consumers  Co¬ 
operative  Association  of  Kansas  City 
speaking  on  “Secretaryship”;  and  the 
day’s  activities  concluding  with  the  all¬ 
conference  dinner  featuring  Dr.  M.  Earle 
Collins.  President  of  the  Missouri  Val¬ 
ley  College,  as  speaker.  On  Sunday  the 
conference  ended  with  a  bus  trip  to  the 
Lake  of  the  Ozarks  and  luncheon  at 
the  Campbell  House. 

The  annual  convention  of  the  state 
association  will  be  held  in  St.  Louis  in 
November. 

Jefferson  City:  Organized  less  than  a 
year  ago,  the  local  association  in  Jeffer¬ 
son  City  has  been  very  active  in  support¬ 
ing  activities  of  the  State  Association 
as  well  as  carrying  on  its  own  program. 
The  purpose  of  the  Jefferson  City  As¬ 
sociation  of  Educational  Secretaries  is 
to  make  possible  better  service  to  the 
schools,  the  community,  and  the  state  by 


further  professionalizing  the  position  of 
the  school  secretary,  and  to  provide  fel¬ 
lowship  among  the  educational  secre¬ 
taries  of  Jefferson  City.  Members  are 
from  the  public  schools,  the  County 
Superintendent’s  Office,  and  the  State 
Department  of  Education. 

St.  Louis:  The  secretarial  group  in 
St.  Louis  cooperated  with  the  teaching 
organizations  in  supporting  Missouri 
House  Bill  140,  to  increase  pensions 
and  employee  contributions.  All  mem¬ 
bers  of  the  organization  assisted  in 
every  way  possible  in  putting  over  the 
recent  school  tax  and  bond  issue  elec¬ 
tions.  Executive  officers  received  a 
number  of  letters  of  commendation  from 
principals  praising  the  work  of  oflice  as¬ 
sistants. 

Last  spring  a  group  of  secretaries 
from  St.  Louis  County  and  from  the 
City  of  St.  Louis  joined  to  visit  the  Mis¬ 
souri  School  for  the  Blind.  A  most  in¬ 
teresting  account  of  the  tour  was  pub¬ 
lished  in  The  Missouri  School  Secretary. 

NEW  HAMPSHIRE 

Another  very  “newsy”,  interesting 
publication  is  the  Bulletin  of  the  New 
Hampshire  Association  of  School  Secre¬ 
taries.  The  spring  meeting  of  the  As¬ 
sociation  was  held  in  Meredith,  and  was 


What  do  you  know  about .  .  . 

THE  NESBITT  SYNCRETIZER 

Some  day  you  may  be  a.sked  that  i|ues- 
tlon.  You  may  have  Iieard  that  it  is  the  unit 
yentiiator  that  sets  a  new  standard  of  ciass- 
room  comfirt.  Lut,  can  you  tcil  why?  .  .  . 
how?  .  .  .  with  what  exciusive  adrantages? 

Uo  you  know  Nesbitt’s  great  contribution  to 
schooiroom  lieaith  and  comfort?  Learn  aii 
about  “Syncreiixcd  Air” — It’s  an  interesting 
facet  of  American  education.  Send  for 
Pubiication  261  (free,  of  course). 

JOHN  J.  NESBITT,  Int. 

state  Rd.  &.  Rhawn  St..  Phiiadeiohia  36.  Pa. 
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planned  as  a  week-end  get-together — 
complete  with  radio  announcements  and 
front-page  newspaper  publicity!  In  ad¬ 
dition  to  the  business  meeting,  there 
were  many  informal  discussion  groups. 
As  Jeanette  Fortier  says,  “As,  usual, 
whenever  secretaries  get  together,  there 
is  time  out  to  eat,  and  we  ate,  and  ate, 
between  discussion  period,  canasta 
games,  etc." 

The  Association  is  endeavoring  to 
have  the  State  Legislature  pass  a  bill 
which  would  enable  secretaries  in  the 
smaller  unions  comprising  several  school 
districts  to  become  members  of  the 
State  Employees’  Retirement  System. 
The  Association  is  also  trying  to  re¬ 
activate  the  organization  in  the  sister- 
state  of  Vermont. 

NORTH  CAROLINA 

In  the  organizational  stage  is  a  New 
North  Carolina  state  association.  One 
meeting  has  been  held  and  District 
Chairmen  appointed.  District  meetings 
are  planned  for  early  fall  and  it  is  hoped 
to  have  a  big  state  meeting  in  the  spring 
or  early  summer.  Pauline  Helms — 
please  keep  us  posted  on  progress. 

OHIO 

The  Summit  County  group  held  a  suc¬ 
cessful  luncheon  meeting  in  May,  at 


which  election  of  oflBcers  was  held. 
Gladys  Parsons — will  you  send  in  a  list 
of  the  new  officers? 

PENNSYLVANIA 

The  Pennsylvania  State  Association 
of  School  Secretaries  has  £m  active  mem¬ 
bership  committee  with  plans  made 
early  for  the  fall  membership  drive.  In 
addition  to  the  membership  letter  and 
form  for  dues,  there  will  be  a  form 
on  which  the  Committee  hopes  to  have 
listed  the  name  of  every  school  secre¬ 
tary  in  each  school  district.  This  form 
will  be  sent  to  all  County  Superinten¬ 
dents,  District  Superintendents,  Super¬ 
vising  Principals,  and  Principals  of  Sec¬ 
ondary  Schools  (except  those  in  Phila¬ 
delphia  and  Pittsburgh — a  total  of  ap¬ 
proximately  1960.  The  membership  let¬ 
ter  will  be  sent  to  approximately  2950. 
Katherine  E.  Mitchell,  chairman,  and  her 
committee  of  Antoinette  Doneto,  Alisan 
Leslie,  and  Margaret  Wolfangle,  pre¬ 
pared  letters  and  forms  and  addressed 
envelopes  to  be  ready  for  September 
mailing. 

Anna  Miller  of  Aliquippa  was  selected 
as  the  new  state  president  following  the 
resignation  of  Margie  Hunsicker. 


About  Catalogs 


Miss  or  Madam  Secretary:  _ _ 

Do  you  file  catalogs  by  subject  or  by  name  of  com- 

If  by  subject,  will  you  please  look  under  “maps”  I 

and  see  if  the  Denoyer-Geppert  Catalog  No.  51  is 
there?  It  is  the  current  catalog  for  1951.  If  there 
is  no  room  in  your  office  for  catalog  files,  you  might 
be  able  to  interest  your  librarian  in  starting  a  file  of  I 
significant  catalogs.  . 

A  catalog  like  ours  with  its  many  colored  illustra-  |  '  ' 

tions  costs  $50,000  to  prepare,  to  print  and  to  mail. 

It  should  not  be  discarded,  because  it  is  more  than  a  .  < 

catalog.  It  contains  many  helpful  ideas  for  the  t  g  , 

school  administrator,  the  history  teachers,  the 
geography  teachers,  the  biology  teachers,  and  the 

elementary  science  teachers.  Yes,  and  the  language  teachers  too.  For 
example,  see  pages  2,  3  and  10. 

Under  present  conditions,  we  can  get  only  so  much  paper  each  year. 
Please  help  us  to  reduce  waste.  Make  one  catalog  serve  several  teachers 
by  routing  it  and  having  it  come  back  to  your  office  catalog  file. 

By  the  way,  what  are  you  doing  about  new  maps  and  globes  for  your 
schools  ? 

Denoyer-Geppert  Company 

Scientific  School  Map  Makers 
Map  Mounters  —  Importers  —  Exporters 
Maps,  Globes,  Clharts,  Models,  Pictures 
5235  Ravenswood  Avenue,  Chicago  40,  Illinois 


October  12  has  been  set  as  Institute 
Day.  A  business  meeting  of  the  state 
association  will  follow  the  luncheon  at 
the  Royal  York  Dining  Room  in  Pitts¬ 
burgh. 


Pittsburyh:  The  Pittsburgh  School 
Secretaries  Association  had  a  record  at¬ 
tendance  at  the  regular  business  meeting 
on  May  1.  The  Social  Committee,  with 
Margaret  Werntz  and  Ruth  Fulton  as 
co-chairmen,  arranged  the  whole  party 
and  deserve  hearty  thanks  for  providing 
a  very  enjoyable  evening. 


Place  cards  were  not  used,  but  each 
guest  was  given  a  ticket  with  a  word 
on  it  and  told  to  find  a  matching  word 
at  a  place  at  the  table  (words  that 
always  go  together  like  “ham”  and 
"eggs”  were  used  for  matching).  Using 
this  seating  arrangement  aided  in  get¬ 
ting  better  acquainted  with  each  other, 
because  many  persons  sat  beside  some¬ 
one  that  had  been  known  only  as  a  voice 
on  the  telephone. 


A  report  on  the  certification  bill  was 
given  by  Kay  Mitchell;  Anna  Miller 


in-service  course  on  “Adv’entures  in  Un¬ 
derstanding”  is  very  popular.  This 
course  is  geared  to  give  secretaries  an 
understanding  of  the  experiences  of 
some  of  the  boys  and  girls  as  well  as  an 
opportunity  to  visit  and  learn  about  the 
work  done  in  various  institutions  and 
municipal  agencies.  The  program  con¬ 
sists  of  three  Wednesday  afternoon  ses¬ 
sions  from  4:30  to  6:30,  and  two  Satur¬ 
day  sessions  from  9:00  a.  m.  to  3:00 
p.  m.  Some  of  the  visits  being  made  are 
to  Glen  Mills,  Sleighton  Farms,  Penny- 
pack  House,  Shallcross  School  and  the 
City  Hall. 


Due  to  the  resignation  of  Anita  Long- 
mire  as  president  of  the  Association, 
Fannie  Barmish,  vice-president,  became 
president  for  the  unexpired  term. 


TEXAS 


The  "Texas  Outlook”,  official  publi¬ 
cation  of  the  Texas  State  Teachers  As¬ 
sociation.  has  the  following  report  of 
the  institute  at  Southern  Methodist  Uni¬ 
versity  July  9-13: 
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brought  greetings  from  the  state  as¬ 
sociation,  and  amusing  readings  were 
g^iven  by  Mrs.  Ellen  Hood. 

Philadelphia:  The  Philadelphia  School 
Secretaries  Association  reports  that  the 


The  secretary-clerk-receptionist  in 
your  school  office  is  no  ordinary  person. 
To  do  her  job  well,  she  must  be  a  com¬ 
bination  of  teacher,  administrator,  and 
public  relations  officer. 


EDUCATIONAL  SECRETARIES  INSTITUTE— JULY,  1951  . 
SOUTHERN  METHODIST  UNIVERSITY 
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Seventy-five  Texas  educational  secre¬ 
taries  attended  an  institute  at  Southern 
Methodist  University  July  9-13,  geared 
to  help  them  perform  their  duties  more 
eflQciently,  The  institute  was  sponsored 
by  SMU  and  the  Dallas  School  Secre¬ 
taries  Association. 

During  the  meeting,  the  secretaries 
listened  to  speeches,  held  panel  discus¬ 
sions,  and  received  practical  instructions 
from  college  teachers. 

Virginia  Long  of  SMU  gave  daily 
instructions  in  office  management,  and 
Martha  Luck,  executive  secretary  of 
Northwestern  University  College,  Chi¬ 
cago,  led  discussions  on  technical  skills, 
communications,  records  and  reports, 
calendars  and  schedules,  and  office  man¬ 
agement  and  supervision. 

Willis  Tate,  vice  president  of  SMU, 
gave  the  kick-off  address.  Other  speak¬ 
ers  included  Dr.  W.  B.  Irvin  of  the  High¬ 
land  Park  schools,  E.  D.  Walker  of  the 
Dallas  schools,  Leo  Allman,  Dallas  pub¬ 
lic  relationist  and  Dallas  College  instruc¬ 
tor,  and  Dr.  C.  L.  Wisseman  of  SMU. 

J.  M.  Claunch,  director  of  Dallas  Col¬ 
lege,  directed  the  institute. 

An  eight-state  institute  is  being  plan¬ 
ned  for  July,  1952,  at  SMU.  It  will  be 
sponsored  by  SMU  and  the  Texas  Edu¬ 
cational  Secretaries  Association. 


The  Texas  association  was  organized 
in  Houston  last  year  and  now  has  a 
membership  of  130.  Educational  sec¬ 
retaries  desiring  to  become  members 
should  send  $2  for  yearly  dues  to  the 
president,  Alta  Francis  of  McKinney,  or 
to  the  treasurer,  Mrs.  Fannie  Billings, 
2711  Fairmount,  Dallas. 


Martha  Luck  of  Northwestern  Univer¬ 
sity  spoke  before  the  Richmond  Associa¬ 
tion  of  School  Secretaries  on  May  11. 
Her  topic  was  “Educational  Secretary¬ 
ship.  Professional  or  Job.”  Many  Rich¬ 
mond  principals,  directors,  and  super¬ 
visors  attended  the  meeting. 

A  joint  committee  from  the  Richmond 
Association  is  working  on  a  Secretaries 
Handbook  for  use  in  the  Richmond  Pub¬ 
lic  Schools.  This  committee  has  ap¬ 
pointed  sub-committees  to  work  on  dif¬ 
ferent  phases  and  topics  so  that  all  mem¬ 
bers  of  the  group  will  have  a  part  in 
compiling  the  Handbook. 

Bettye  R.  Wells 
In-Service  Training  Section 
Los  Angeles  City  Board 
451  North  Hill  Street 
Los  Angeles,  California 


PERSONALITY  GLIMPSES 


Draw  up  your  chair  into  the  family 
circle.  Its  frosty  outside,  the  wind 
whistles,  and  you  may  need  another  log 
on  the  fire.  Look  about  at  our  family. 
We  have  grown  during  the  past  year — 
not  so  old,  it  is  true,  but  each  cousin  has 
a  definite  personality. 

Merry  Mich,  you  gained  experience 
in  typing  and  mimeographing  this  sum¬ 
mer  when  in  one  short  week  you  and 
Nancy  got  out  the  report  of  the  Michi¬ 
gan  State  College  Institute.  We  know 
you  were  repaid  by  the  appreciative 
smiles  of  the  secretaries  who  could  read 
the  report  while  traveling  home. 

Come  over  and  take  a  chair  nearer 
the  fire,  Callie  California.  Your  calico 
dress  and  sunbonnet,  so  comfortable  in 
California  this  summer,  may  call  for 
a  wrap.  We  are  all  glad  you  brought 
your  basket  of  fiowers. 

The  towns  are  not  close  together  in 
Kansas  and  we  know  you  have  worked 
hard,  Katie,  to  get  the  half-a-hundred 
state  secretaries  together.  Tell  us  about 
your  plans  for  the  state  organization 
in  Kansas. 


There  is  Connie  Connecticut.  You 
have  come  here  from  the  East.  Why  so 
quiet?  Join  in  with  what  you  and  the 
secretaries  are  doing  there. 

Did  you  hike  over  here  today.  Pike’s 
Peak  Peggy?  We  know  you  have  been 
around  a  bit  even  tho  you  are  only 
a  year  old.  Of  course  you  took  the  train 
for  California  this  summer,  —  it  was 
much  too  far  to  ride  a  bronc. 

Of  course  right  here  in  Illinois  the 
meeting  wouldn’t  be  complete  without 
Kitty  Koy,  the  cousin  from  Chicago’s 
state.  Kitty  is  trying  to  be  hostess  and 
listen  to  her  cousins. 

There  are  more  cousins  probably  who 
could  not  be  present.  Don’t  forget  to 
send  your  names  to  Nancy. 

Have  you  ever  found  yourself  in  a 
room  full  of  people  whom  you  have  met 
for  the  first  time?  Names  are  a  jumble; 
faces  seem  all  alike.  Dr,  Alan  C.  Lloyd, 
editor  of  TODAY’S  SECRETARY,  solved 
the  problem  one  evening  with  a  group 
of  people  at  the  Michigan  Institute  with 
“I  am  distinguished  because  .  .  .”  The 
speaker  tells  something  of  his  life  which 
he  believes  distinguishes  him  from 
others  in  the  room.  If  any  other  person 
has  had  the  same  experience,  he  may 
challenge  the  speaker  and  thereby  put 
him  out  of  the  game.  Around  and 
around  the  group  it  goes  until  one  per¬ 
son  is  left.  With  a  few  experiences  to 
connect  with  the  face  and  the  name, 
each  person  in  the  room  becomes  an  in¬ 
dividual. 

Editor’s  note:  In  how  many  ways 
can  you  think  of  yourself  as  “distin¬ 
guished”  ? 
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RESEARCH  COMMITTEE  REPORT  ON  THE  STATUS 
OF  SCHOOL  SECRETARIES  THROUGHOUT 
THE  UNITED  STATES 


Report  Based  on  Replies  Received  from 
Questionnaires  Sent  to  Members  and 
Certain  Non-Members  of  The  Na¬ 
tional  Association  of  School  Secre- 
•  taries. 

Eleanor  D.  McCommons,  Chairman 
Research  Committee 

July,  1951 

Introduction 

In  1942,  the  National  Association  of 
School  Secretaries  made  a  survey  of 
conditions  of  service  for  school  secre¬ 
taries.  Information  was  obtained  from 
persons  who  were  then  members  of  the 
association.  The  questions  covered  were 
such  items  as  age,  length  of  service, 
salary,  educational  qualifications,  desir¬ 
able  training,  and  related  questions. 
Then  in  1944,  another  survey  was  con¬ 
ducted  to  secure  the  opinions  of  school 
administrators  as  to  the  desirable 
qualifications  and  characteristics  of 
school  secretaries. 

A  plan  was  developed  for  inaugurat¬ 
ing  workshops  and  institutes  for  school 
secretaries  in  the  various  colleges  and 
universities.  Various  types  of  programs 
were  attempted  in  an  endeavor  to  as¬ 
certain  which  type  of  program  was  best 
suited  to  the  needs  of  this  particular 
group. 

In  planning  ahead,  it  seemed  neces¬ 
sary  to  make  another  survey  of  con¬ 
ditions  of  service  at  the  present  time. 
Phis  would  also  include  an  evaluation 
of  the  workshops  and  in-service  training 
programs.  The  tremendous  turnover 
in  personnel  through  the  war  years 
also  made  it  desirable  to  conduct  a  new 
survey  in  order  to  understand  present 
conditions. 

In  the  spring  of  1950,  the  Research 
Committee  of  the  National  Association 


of  School  Secretaries  sent  out  ques¬ 
tionnaires  to  all  members  and  also  to 
a  select  list  of  non-members  well  known 
in  educational  offices.  Replies  were  re¬ 
ceived  from  945  secretaries,  distributed 
as  follows: 

821  Public  School  Secretaries 

58  Secretaries  in  Colleges  and 
Universities 

48  Secretaries  in  County  Boards 
of  Education 

18  Secretaries  with  State  Boards 
of  Education 

Since  the  replies  were  voluntary,  the 
results  present  a  random  sampling  in¬ 
sofar  as  location,  size  of  city,  or  school 
division  is  concerned.  There  are  a  num¬ 
ber  of  replies  from  some  cities,  and  only 
one  reply  from  other  cities.  Ten  replies 
were  received  from  secretaries  employed 
in  combination  elementary-junior  high 
schools.  These  answers  have  been  in¬ 
cluded  in  the  figures  given  for  the 
elementary  division. 

Salary  schedules  have  been  adjusted 
in  many  areas  since  this  survey  began 
so  we  are  omitting  the  data  collected 
but  this  item  alone  was  very  revealing 
in  terms  of  recognition  and  professional 
status.  There  is  no  doubt  that  training 
programs  to  improve  the  qualifications 
and  professional  rating  of  school  secre¬ 
taries  are  necessary  to  advance  salaries 
in  proportion  to  services. 

The  word  “secretary”  in  this  study 
is  used  to  apply  to  persons  employed 
in  all  kinds  of  clerical  and  secretarial 
positions  in  the  schools. 

Following  is  the  result  of  this  survey 
for  two  groups:  the  Public  School  Sec¬ 
retaries,  and  the  Secretaries  Employed 
by  Colleges  and  Universities. 


SECTION  I— PUBLIC  SCHOOL  SECRETARIES 
Part  I — Distribution  of  Replies 

The  grouping  of  the  replies  has  been  made  according  to  the  grouping  used  in 
the  1942  survey  in  order  that  comparisons  might  be  made.  The  percentage  distri¬ 
bution  of  replies  is  approximately  the  same  in  each  region  as  obtained  in  the  1942 
replies.  The  percentages  follow: 
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Percentage  of  Replies 


1942 

1950 

New  England 

6.4 

13.2 

Middle  Atlantic 

27.8 

22.5 

Southeast 

6.8 

9.0 

Middle  States 

35.4 

32.0 

Southwest 

4.5 

5.2 

Northwest 

11.1 

7.9 

Far  West 

8.0 

10.1 

The  percentage  distribution  of  replies  on  the  basis  of  school  divisions  is'  given 
in  comparison  with  the  percentage  distrbuton  of  replies  received  in  1942. 

Percentage  of  Replies 


1942 

1950 

Elementary 

14.0 

12.9 

Secondary 

38.0 

32.2 

Administrative 

48.0 

54.9 

Table  1 

Distribution  of  Replies  By  School  Division  and  Regions* 


Regions 

Elementary 

Secondary 

Administrative 

Totals 

New  England 

4 

26 

78 

108 

Middle  Atlantic 

32 

61 

92 

185 

Southeast 

13 

24 

37 

74 

Middle 

21 

88 

154 

263 

Southwest 

7 

15 

21 

43 

Northwest 

5 

24 

36 

65 

Far  West 

24 

26 

33 

83 

Totals 

106 

264 

451 

821 

*  The  regional  grouping  is  as  follows:  New  England:  Connecticut,  Maine, 
Massachusetts,  New  Hampshire,  Rhode  Island,  and  Vermont;  Middle  Atlantic: 
Delaware,  Maryland,  New  Jersey,  New  York,  Pennsylvania,  West  Virginia  and 
District  of  Columbia;  Southeast:  Alabama,  Arkansas,  Florida,  Georgia,  Kentucky, 
Louisiana,  Mississippi,  North  Carolina,  South  Carolina,  Tennessee,  and  Virginia; 
Middle  States:  Illinois,  Indiana,  Iowa,  Michigan,  Minnesota,  Missouri,  Ohio,  and 
Wisconsin;  Southwest:  Arizona,  New  Mexico,  Oklahoma,  and  Texas;  Northwest: 
Colorado,  Idaho,  Kansas,  Montana,  Nebraska,  North  Dakota,  South  Dakota,  Utah, 
and  Wyoming;  Far  West:  California,  Nevada,  Oregon,  Washington  and  Hawaii. 


Table  2 

Distribution  of  Replies  By  Size  of  City  and  Region 


Regions 

Below 

2500 

2500- 

5000 

5000-  10,000- 
10,000  30,000 

30,000- 

100,000 

100,000-  Over 

200,000  200,000  Total 

New  England 

18 

5 

16 

30 

21 

10 

8 

108 

Middle  Atlantic 

19 

12 

21 

33 

25 

16 

59 

185 

Southeast 

7 

4 

2 

16 

21 

4 

20 

74 

Middle 

22 

21 

35 

62 

55 

20 

48 

263 

Southwest 

12 

5 

3 

5 

7 

— 

11 

43 

Northwest 

5 

9 

11 

10 

5 

9 

16 

65 

Far  West 

5 

7 

15 

20 

n 

6 

19 

83 

Totals 

88 

63 

103 

176 

145 

65 

181 

821 

Table  3 

Distribution  of  Replies  By  Size  of  City  and  School  Division 


Size  of  City  Elementary  Secondary 

Administrative 

Totals 

Below  2500 

8 

20 

60 

88 

2500  -  5000 

6 

11 

46 

63 

5000  -  10,000 

8 

28 

67 

103 

10,000  -  30,000 

12 

48 

116 

176 

30,000  -  100,000 

16 

60 

69 

145 

100,000  -  200,000 

8 

22 

35 

65 

Over  200,000 

48 

75 

58 

181 

Totals 

106 

264 

451 

821 

While  the  replies  received  were 

a  random  sampling,  the  preceding  tables  do 

show  that  replies  ' 

Arere  received  from  all  population  groups  in  all  school  divisions 

and  in  all  regions 

of  the  country  except  one. 

No  reply  was  received  from  the 

Southwest  in  the 

100,000  to  200,000 

1  population 

group.  At  least 

one  reply  was 

received  from  every  state  throughout  the  United 

States. 

Table  4 

Number  of  Different  Communities  Represented  in  the  Report 

By  Region 

and  School 

Division 

Total  No.  of 

Regions 

Elementary 

Secondary 

Administrative 

Communities 

New  England 

3 

21 

71 

78 

Middle  Atlantic 

16 

33 

70 

97 

Southeast 

7 

18 

27 

45 

Middle  States 

15 

65 

123 

167 

Southwest 

5 

10 

20 

32 

Northwest 

2 

17 

27 

38 

Far  West 

17 

21 

23 

50 

Total  No.  of  Different 
Communities  in  each 

School  Division  65  185  361  507 


Since  replies  from  many  of  the  cities  are  included  in  each  of  the  three  school 
divisions,  the  total  number  of  communities  does  not  represent  a  total  of  the  three 
columns  but  rather  shows  the  total  number  of  different  communities  for  the 
various  regions. 


Part  II — Personal  Data 

In  compiling  the  following  table,  it  was  necessary  to  make  certain  arbitrary 
groupings  of  positions.  There  appeared  to  be  a  number  of  positions  similar  in 
nature  but  for  which  different  titles  were  given. 

Table  5 

Type  of  Position  Held,  Grouped  According  to  School  Divisions 


Elementary  Secondary  Administrative  Totals 


Only  person  in  ofBce 

79 

88 

182 

349 

Secretary 

20 

109 

157 

286 

Accountant,  Bookkeeper,  Pay  Roll 
Clerks 

1 

8 

42 

51 

Executive  Secretary,  Administrative 
Assistant,  Head  of  Administrative 
Offices 

5 

24 

29 

37 


Elementary 

Secondary 

Administrative 

Totals 

General  Clerk 

3 

12 

6 

21 

Registrar 

— 

17 

2 

19 

Secretary  to  Superintendent 

— 

— 

15 

15 

Attendance  Clerk,  Record  Clerk 

— 

14 

1 

15 

Typist 

1 

2 

5 

8 

Stenographer,  shorthand  reporter, 
senior  clerk,  clerk-stenographer 

_ 

2 

7 

9 

File  clerk,  library  clerk,  personnel 
clerk 

2 

3 

5 

School  treasurer,  treasurer 

— 

3 

1 

4 

Telephone  operator,  receptionist 

2 

1 

1 

4 

Statistical  clerk,  statistical  analyst 

— 

— 

3 

3 

Secretary  to  Board  of  Education 

— 

1 

— 

1 

No  Answer 

— 

— 

2 

2 

Totals 

106 

264 

451 

821 

One  fact  which  this  particular  question  in  the  survey  has  revealed  which  is 
of  considerable  interest  is  the  large  number  of  persons  who  are  alone  in  an 
office  and  must  necessarily  assume  full  responsibility  for  the  efficient  functioning 
of  that  office. 


Table  6A 

Distribution  of  Age  Groups  by  School  Divisions 


Age  Groups 

Elementary 

Secondary  Administrative 

Totals 

Below  20 

3 

8 

11 

22 

20-24 

14 

29 

47 

90 

25-29 

14 

28 

50 

92 

30-34 

14 

36 

60 

110 

35-39 

15 

38 

69 

122 

40-44 

17 

43 

86 

146  * 

45-49 

13 

43 

67 

123 

50  and  above 

16 

37 

58 

111 

No  Answer 

— 

2 

3 

5 

Totals 

106 

264 

451 

821 

Median  Age  Groups 

35-39 

35-39 

35-39 

35-39 

*  The  importance  of  the  above  summary  is  that 

the  largest  number  of 

secre- 

taries  in  all  school  offices,  elementary,  secondary  and  administrative,  are 

within 

the  40-44  age  g^oup. 

Table  6B 

Distribution  of  Age  Groups  by  Regions 

Far  North 

South 

Middle 

South  Middle 

New 

Age  Groups 

West  West 

West 

States 

East 

Atleintic  England  Totals 

Below  20 

3  4 

_ 

7 

6 

2 

_ 

22 

20-24 

7  11 

8 

37 

4 

15 

8 

90 

25-29 

11  9 

4 

31 

5 

24 

8 

92 

30-34 

10  9 

7 

37 

11 

22 

14 

110 

35-39 

12  10 

8 

37 

10 

28 

17 

122 

40-44 

21  9 

3 

42 

11 

37 

23 

146* 

45  -49 

9  4 

8 

37 

13 

27 

25 

123 

50  and  above 

9  9 

5 

34 

11 

30 

13 

111 

No  Answer 

1  — 

— 

1 

3 

— 

— 

5 

Totals 

83  65 

43 

263 

74 

185 

108 

821 

Median  Age  Groups 

35-39  30-34 

35-39 

35-39 

35-39  40-44 

40-44 

35-39 

*  This  summary  also  shows  that  the  40-44  age  group  dominates  the  total  num¬ 
ber  employed  in  most  communities. 
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Although  no  tabulation  has  been  made  combining  the  years  of  service  with  the 
age  groups  recorded,  a  casual  observation  of  the  returns  makes  it  appear  that  it 
is  the  practice  of  many  school  systems  to  employ  mature  persons  as  school  secre¬ 
taries.  This  seems  to  be  particularly  true  in  the  elementary  field.  The  median 
age  group  of  the  elementary  school  secretaries  is  35-39  years  while  the  mediein 
for  the  years  of  service  as  school  secretaries  for  this  group  is  6  years. 

Table  8 


Total  Years  of  School  Experience,  By  School  Divisions 


Years  of 
Experience 

Elementary 

No.  % 

Secondary 
No.  % 

Administrative 
No.  % 

Totals 

No. 

% 

25  and  over 

10 

10.0 

42 

16.2 

86 

19.4 

138 

17.1 

20.0  -  24.9 

12 

11.7 

31 

12.0 

53 

12.0 

96 

11.9 

15.0  - 19.9 

7 

6.7 

31 

12.0 

53 

12.0 

91 

11.3 

10.0  - 14.9 

6 

5.8 

34 

13.1 

51 

11.5 

91 

11.3 

5.0-  9.9 

29 

28.1 

58 

22.4 

106 

24.0 

193 

24.0 

2.0-  4.9 

32 

31.0 

48 

18.5 

71 

16.0 

151 

18.8 

1.9  -  or  less 

7 

6.7 

15 

5.8 

23 

5.1 

45 

5.6 

Total 

number  of 
secretaries  103 

100.0 

259 

100.0 

443 

100.0 

805 

100.0 

Median  number 
of  years 

6.0 

11.0 

12.0 

10.0 

No  Answer 

3 

5 

8 

16 

Table  8  shows  that  29%  of  the  school  secretaries  reporting  on  this  question¬ 
naire  had  twenty  or  more  years  of  school  experience  as  compared  with  16%  in 
that  category  at  the  time  of  the  1942  survey.  However,  there  is  also  an  increase 
in  the  number  with  less  than  ten  years  of  school  experience  giving  some  indication 
of  the  turn-over  in  personnel  in  recent  years.  In  1942,  44.4%  of  those  reporting 
had  less  than  ten  years  of  school  experience  while  in  the  1950  survey  the  j^r- 
centage  with  less  than  ten  years  of  school  experience  was  48.4%.  The  median 
number  of  years  for  the  elementary  group  in  1942  was  10.2  in  comparison  with 
6.0  in  the  1950  survey.  For  the  secondary  group,  the  median  in  1942  was  12.6 
while  in  1950  it  is  11.0  years.  And  for  the  administrative  group,  the  median  in  1942 
was  14.5  as  compared  with  12.0  in  1950.  And  for  the  entire  group,  in  1942  the 
median  number  of  years  was  13.0  compared  with  10.0  in  1950. 

Table  lOA 

Distribution  of  Years  of  Training  Beyond  High  School  Graduation, 

By  School  Divisions 


Years  of  Training  Elementary  Secondary  Administrative  Totals 

6.0  or  more 

College  — 

Business  — 

Combination  2 

5.0  -  5.9 

College  — 

Business  — 

Combination  — 

4.0  -  4.9 

College  8 

Business  — 

Combination  — 

3.0  -  3.9 

College  3 

Business  — 

Combination  4 


1 

5 

22 

3 

5 

5 


1 

5 

3 

33 

10 

3 

3 

5 


1 

3 

6 

8 

63 

13 

11 

3 

14 


14 


76 


28 


39 


Years  of  Training 

Elementary 

Secondary 

Administrative 

Totals 

2.0  -  2.9 

College 

9 

10 

25 

44 

Business 

— 

5 

25 

30 

Combination 

5 

9 

7 

21 

95 

1.0  -  1.9 

College 

4 

15 

29 

48 

Business 

7 

36 

49 

92 

Combination 

3 

2 

8 

13 

153 

Less  than  1.0 

College 

3 

5 

16 

24 

Business 

12 

24 

43 

79 

Combination 

1 

3 

3 

7 

110 

Totals 

61 

151 

268 

480 

High  School  Only 

45 

113 

183 

341 

Grand  Totals 

106 

264 

451 

821 

Table  lOB 

Number  of  Secretaries  Holding  Degrees,  By  Regions  and  School  Divisions 


Region 

Elementary 

Secondary 

Administrative 

Totals 

New  England 

1 

2 

3 

6 

Middle  Atlantic 

— 

3 

9 

12 

Southeast 

4 

7 

3 

14 

Middle  States 

2 

7 

14 

23  • 

Southwest 

2 

3 

7 

12 

North  West 

— 

1 

5 

6 

Far  West 

1 

3 

4 

8 

Totals 

10 

26 

45 

81 

*  While  only  approximately  ten  per  cent  of  those  responding  to  the  question¬ 
naire  held  degrees,  it  is  interesting  to  note  the  number  of  secretaries  who  have 
taken  some  of  their  advanced  training  in  colleges  rather  than  exclusively  in 
business  schools.  Many  of  them  have  combined  business  training  with  college  work. 


Table  llA 


Distribution  of  Workshop  Attendance,  By  School  Divisions 


Number  of 
Workshops 
Attended 

Elementary 

Secondary 

Administrative 

Totals 

0 

80 

182 

291 

553 

1 

23 

60 

91 

174 

2 

1 

16 

41 

58 

3 

2 

5 

18 

25 

4 

— 

— 

5 

5 

5  or  more 

— 

1 

5 

6 

Totals 

106 

264 

451 

821 

The  above  table  indicates  the  importance  of  encouraging  attendance  at  work* 
shops  made  available  in  different  areas. 


Table  IIB 

Distribution  of  Workshop  Attendance,  By  Regions 


No.  of 

Far 

North 

South 

Middle 

!  South 

Middle 

New 

Workshops 

West 

West 

West 

States 

1  East 

Atlantic  England  Totals 

Attended 

65 

50 

38 

161 

58 

122 

59 

553 

1 

14 

15 

3 

64 

11 

40 

27 

174 

2 

1 

— 

1 

24 

5 

15 

12 

58 

3 

3 

— 

1 

11 

— 

5 

5 

25 

4 

— 

— 

— 

1 

— 

2 

2 

5 

5  or  more 

— 

— 

— 

2 

— 

1 

3 

6 

Totals 

83 

65 

43 

263 

74 

185 

108 

821 

Table  IIC 

Distribution 

of  Workshop  Attendance,  By  Years  of  Training 

No.  of 

High 

Less 

1.0 

2.0 

3.0  4.0 

5.0 

6.0 

Workshops 

School 

than 

1.9 

2.9 

3.9  4.9 

5.9 

or 

Totals 

Attended 

Only 

1.0 

more 

0 

243 

69 

98 

62 

18  49 

11 

3 

553 

1 

71 

26 

30 

21 

3  19 

3 

1 

174 

2 

21 

9 

12 

8 

5  3 

— 

— 

58 

3 

4 

4 

12 

3 

—  2 

— 

— 

25 

4 

2 

1 

1 

— 

—  1 

— 

— 

5 

5  or  more 

— 

1 

— 

1 

2  2 

— 

— 

6 

Totals 

341 

110 

153 

95 

28  76 

14 

4 

~821 

From  a  perusal  of  the  preceding  tables  concerning  workshop  attendance,  it 
would  appear  that  secretaries  in  administrative  offices  attend  workshops  in  greater 
numbers  than  those  in  the  elementary  and  secondary  schools.  Also  the  tables 
indicate  that  secretaries  with  some  training  beyond  high  school  attend  workshops 
more  than  those  secretaries  with  only  high  school  training. 

A  spot  check  was  made  of  the  places  where  secretaries  had  attended  work¬ 
shops.  For  the  most  part,  attendance  was  confined  to  workshops  offered  within 
their  own  geographic  region.  This  is  revealed  also  in  Table  IIB.  Few  workshops 
have  been  offered  in  the  Far  West,  North  West,  and  South  West,  and  in  these 
regions  the  percentage  of  secretaries  attending  is  smaller. 

PART  III — Conditions  of  Service 

There  are  a  number  of  practices  affecting  working  conditions  which  are  most 
important  factors  in  personnel  relationships:  the  number  of  weeks  of  employment 
in  a  year,  the  number  of  hours  in  the  working  week,  employment  on  Saturdays, 
amount  of  vacation  with  pay,  amount  of  sick  leave  granted,  retirement  privi¬ 
leges,  etc. 

Table  12  indicates  very  clearly  that  the  tendency  is  for  elementary  school 
offices  to  be  open  during  the  school  year  only,  for  the  secondary  school  offices  to 
be  in  operation  for  eleven  months,  and  for  the  administrative  offices  to  be  open 
the  entire  year. 

Table  12 


Number  of  Weeks  a  Year  Secretaries  Were  Employed,  By  School  Divisions 


Number  of 

Weeks 

Elementary 

Secondary 

Administrative 

Totals 

Less  than  35  weeks 

1 

2 

1 

4 

35  -  39  weeks 

19 

19 

8 

46 

40  -  44  weeks 

47 

62 

27 

136 

45-49  weeks 

18 

105 

171 

294 

50  -  51  weeks 

13 

67 

236 

316 

No  Answer 

8 

9 

8 

25 

Total  Number  of 

Secretaries 

106 

264 

451 

821 

Median  Number 

of  weeks 

41 

48 

50 

49 

41 


The  question  concerning  hours  of  work  was  intended  to  mean  scheduled  hours 
of  work.  For  the  most  part,  it  is  believed  that  the  answers  were  given  from  that 
point  of  view.  However,  it  is  also  probable  that  the  twenty-five  persons  who  re¬ 
ported  working  45  or  more  hours  per  week  did  not  so  interpret  the  question.  Many 
did  indicate  that  the  hours  given  were  the  scheduled  hours  but  that  actually  they 
did  work  hours  considerably  in  excess  of  those  given. 

No  tabulation  was  made  in  answer  to  the  question  as  to  whether  or  not  work 
differed  when  school  was  not  in  session.  However,  a  perusal  of  the  replies  indicated 
that  in  many  cases  the  hours  of  work  were  shortened.  In  several  communities, 
work  was  on  a  half-time  basis  during  the  summer  months. 

Along  with  all  other  lines  of  activity,  the  hours  of  work  for  school  secretaries 
hav’e  been  shortened  and  the  percentage  of  those  not  working  on  Saturday  has 
greatly  increased.  It  is  also  true  that  of  those  who  do  work  on  Saturday  mornings, 
many  work  a  shorter  day  during  the  remaining  days  of  the  week  so  that  the  total 
number  of  hours  worked  weekly  is  approximately  the  same  for  all. 

Table  13 


Replies  Concerning  Scheduled  Working  Hours  Per  Week,  By  School  Divisions 


Number  of  Working  Hours  in  Week 

Elementary 

Secondary  Administrative 

Totals 

Less  than  30  hours 

_ 

_ 

2 

2 

30  -  34  hours 

21 

6 

23 

50 

35  -  39  hours 

29 

71 

155 

255 

40  -  44  hours 

52 

168 

237 

457 

45  hours  and  above 

2 

6 

17 

25 

No  Answer 

2 

13 

17 

32 

Totals 

106 

264 

451 

821 

Median  number  of  hours 

40 

40 

40 

40 

Table  14 

Distribution  of  Replies  Concerning  Work  on  Saturday 

Morning 

By  School  Divisions 

Elem. 

Second. 

Admin. 

Total 

Office  Closed-  do  not  work 

88 

162 

216 

466 

Office  Open  — Work  regularly 

5 

57 

141 

203 

— Work  occasionally 

6 

15 

38 

59 

— Work  on  alternate  Saturdays 

— 

8 

25 

33 

— Work  every  third  Saturday 

— 

4 

13 

17 

— Work  one  Saturday  per  month 

1 

6 

7 

14 

— Work  one  Saturday  in  6  weeks 

— 

1 

2 

3 

— Work  rarely 

4 

6 

4 

14 

No  Answer 

2 

5 

5 

12 

Totals  106  264  451  821 


The  percentage  of  those  not  working  on  Saturday  has  increased  from  38% 
in  1942  to  57%  in  1950. 


Table  15 

Number  of  Secretaries  Having  Tenure,  Certification,  and  Under  Civil  Service 


Far  North  South  Middle  South  Middle  New 
West  West  West  States  East  Atlantic  Eng.  Totals 

Secretaries  having 

tenure  12  6  5  20  8  85  11  147 

Secretaries  who 

have  certification  3  1  1  8  3  8  24  48 

Secretaries  under 

civil  service  15  —  —  26  —  18  16  75 
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For  the  most  part,  tenure  and  certification  obtain  in  just  one  or  two  states. 
Several  of  the  secretaries  indicated  that  they  were  under  tenure  by  virtue  of 
having  been  a  teacher  first.  New  Jersey  has  state-wide  tenure  provisions  for 
secretaries.  Pennsylvania  has  just  passed  a  tenure  law  for  secretaries  but  all  cities 
in  Pennsylvania  have  not  yet  acknowledged  their  secretaries  to  be  under  tenure. 
Maine  has  state-wide  certification  of  secretaries.  Civil  Service  seems  to  be  a 
feature  more  common  on  the  East  Coast  and  in  only  a  few  of  the  larger  cities 
through  most  of  the  other  sections  of  the  country. 

Table  16,  reporting  replies  concerning  vacations,  is  omitted  here  for  lack  of 
space.  The  general  tendency  as  shown  in  the  summary,  appears  to  be  toward  the 
two  week  vacation  period  which  was  also  true  in  the  1942  survey. 

It  was  difficult  to  interpret  all  the  answers  on  this  question  since  many  indi¬ 
cated  a  prolonged  vacation  without  indicating  whether  it  was  with  or  without  pay. 
Undoubtedly,  several  in  the  group  having  more  than  a  month’s  vacation  did  not 
receive  remuneration  for  the  entire  period  listed. 

Table  17  sets  forth  118  different  plans  for  sick  leave  provisions.  Many  cumu¬ 
lative  plans  have  been  developed  with  forty-six  combinations  listed.  More  persons 
came  under  the  provisions  of  a  ten  day  “sick  leave’’  than  any  other  plan  listed. 

Table  18A 


Replies  Concerning  Retirement  Privileges  of  Secretaries,  By  Regions 


Far 

North 

South 

Middle 

South  Middle 

New 

West 

West 

West 

States 

East 

Atlant. 

Eng. 

Totals 

Have  Retirement 

82 

48 

33 

223 

60 

161 

97 

704 

Do  not  have  Retirement 

— 

17 

10 

40 

13 

23 

10 

113 

Did  not  answer 

1 

— 

— 

— 

1 

1 

1 

4 

Totals 

83 

65 

43 

263 

74 

185 

108 

821 

Table  18B 

Type  of  Plan  for  Retirement 

Far 

North 

South 

Middle 

South 

Middle 

New 

West 

West 

West 

States 

East 

Atlant. 

Eng. 

Totals 

Local  School  system 

16 

22 

3 

25 

10 

20 

3 

99 

Local  city  system 

3 

— 

— 

25 

2 

11 

48 

89 

County 

— 

— 

— 

— 

— 

12 

9 

21 

State-wide 

59 

23 

19 

168 

30 

101 

35 

435 

Teachers’  Retirement 

— 

3 

11 

5 

17 

8 

2 

46 

Federal  Retirement 

— 

— 

— 

— 

— 

6 

— 

6 

No  Answer 

4 

— 

— 

— 

1 

3 

— 

8 

Totals 

82 

48 

33 

223 

60 

161 

97 

704 

In  the  1942  survey,  figures  on  retirement  were  given  for  the  number  of  places 
rather  than  the  number  of  individuals.  However,  only  126  communities  out  of 
270  offered  retirement  privileges  to  secretaries. 

In  the  1950  survey,  704  individuals  or  85.7%  of  those  replying  to  the  question¬ 
naire  have  retirement  privileges.  In  the  majority  of  instances,  the  retirement  plans 
were  statewide.  Forty-six  persons  reported  that  they  belonged  to  the  teachers’ 
retirement  system  due  to  the  fact  that  in  many  instances  they  had  taught  prior 
to  becoming  school  secretaries. 

In  Table  19  is  listed  the  number  of  communities  having  classification  of 
positions  and  salary  schedules  for  their  secretarial  staff. 
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Table  19 


No.  of  Communities  Having  Classification  of  Positions 
and  Salary  Schedules  for  Secretaries.  By  Regions 


Region 

Classification  of  Positions 

Salary  Schedules 

Far  West 

23 

19 

North  West 

3 

4 

South  West 

3 

4 

Middie  States 

41 

40 

Southeast 

8 

12 

Middle  Atlantic 

34 

38 

New  England 

19 

29 

Totals 

131 

146 

A  voluminous  report  on  duties  performed  daily  by  school  secretaries  is  con¬ 
tained  in  tables  20  and  21.  The  questions  were  divided  into  three  groups,  covering 
elementary  schools,  secondary  schools  and  administrative  offices.  Certain  duties 
are  common  to  all  and  ranked  high  with  all  three  divisions.  Other  duties  performed 
less  frequently  varied  according  to  the  particular  division  concerned.  Forty  duties 
were  listed  on  the  questionnaire  and  an  opportunity  given  to  list  others.  Such 
activities  as  scheduling  athletic  games,  rental  of  buildings,  checking  of  non¬ 
residents  and  billing  for  tuition,  book  distribution,  school  book  store,  and  acting 
as  cashier  in  the  cafeteria  were  among  those  mentioned  several  times. 

There  appears  to  be  a  definite  relationship  between  the  duties  listed  and  the 
courses  suggested  as  a  training  program  for  school  secretaries.  If  your  school 
division  is  studying  such  a  program  it  will  be  well  for  you  to  secure  the  entire 
report  and  make  a  careful  study  of  your  particular  situation.  In  part  IV — Recom¬ 
mended  Standards — we  give  you  tables  22,  23  and  24  because  they  correlate  the 
skills  necessary  to  satisfactory  performance  of  the  duties  assigned  to  school 
secretaries  in  all  divisions.  Preparing  bulletins  and  reports,  taking  proceedings, 
composing  letters — all  items  which  ranked  high  in  the  list  of  duties  performed, 
reveal  a  need  for  an  adequate  knowledge  of  English.  English  ranks  first  in  the 
list  of  subjects  suggested  for  inclusion  in  a  college  training  program.  Preparation 
of  the  Budget,  school  accounting  practices  and  School  Law  are  other  subjects 
which  require  special  training  for  efficient  service. 


Part  IV — Recommended  Standards 

Table  22  indicates  what  school  secretaries  consider  to  be  the  minimum  require¬ 
ments  necessary  for  the  position.  It  reveals  that  relatively  few  consider  college 
training  a  prerequisite  for  the  position  of  school  secretary.  However,  in  Table  23 
which  shows  what  is  considered  desirable  training  for  a  school  secretary,  a  great 
many  secretaries  indicate  that  they  feel  college  training  is  very  desirable.  It  is 
believed  that  the  replies  to  these  two  questions  were  infiuenced  by  the  actual 
educational  backgrounds  of  the  respondents. 


Table  22 

Minimum  Essential  Amount  of  Training  for  School  Secretaries 


Amount  of  Training  Considered  Essential  Frequency  of  Mention 


High  School 

449 

Business  or  secretarial  training,  amount  not  specified 

2  years  beyond  high  school 

98 

Business,  secretarial,  college,  or  junior  college 

1  year  beyond  high  school 

84 

Business,  secretarial,  college  or  junior  college 

59 

College  training,  amount  or  type  not  specified 

14 

College  degree 

11 

Combination — 2  years  college  and  1  year  business  course 

3 

Teacher  training 

2 

Total  replies  to  this  question  720 
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While  449  of  the  720  responding  to  this  question  indicated  high  school  as  the 
minimum  essential  training,  it  is  not  believed  that  this  necessarily  implies  that 
they  felt  that  this  amount  of  training  is  sufficient.  Reference  to  Table  23  indicates 
that  only  one  person  of  the  449  felt  that  high  school  training  alone  was  desirable 
for  a  school  secretary. 

Table  23 

Amount  of  Training  Desirable  for  School  Secretaries 


Amount  of  Training  Considered  Desirable  Frequency  of  Mention 


College  degree  141 

College  training,  amount  and  type  not  specified  120 

Business  or  secretarial  courses,  amount  not  specified  107 

2  years  training  beyond  high  school 

Business,  secretarial,  college,  or  junior  college  99 

Special  courses,  workshops  and  institutes  74 

1  year  beyond  high  school  ' 

Business,  secretarial,  or  college  50 

Combination—  2  years  college  and  1  year  business  or  secretarial  8 

Teacher  training  6 

Graduate  work  in  education  3 

M.A.  degree  1 

High  School  1 


Total  replies  to  this  question  610 


Table  24 

Courses  Suggested  for  Inclusion  in  Training  Program  for  Secretaries 


Ranked  According  to  Frequency  of  Mention 
Course  Elementary  Secondary  Administrative  Totals 


English 

1 

1 

1 

1 

Public  Relations 

2 

2 

2 

2 

Psychology 

3 

3 

3 

3 

Mathematics 

4 

4 

4 

4 

Educational  Administration 

7 

7 

5 

5 

Educational  Philosophy 

6 

5 

6 

6 

Mental  Hygiene 

5 

8 

7 

7 

Budgets 

12 

11 

8 

8 

Guidance 

IOV2 

6 

10 

9 

Discussion  Techniques 

IOV2 

12 

9 

10 

Sociology 

8 

10 

11 

11 

Curriculum  Making 

15 

9 

14 

12 

Parent  Education 

9 

14 

13 

13 

Tests  and  Measurements 

14 

13 

15 

14 

Research-  methods 

16 

15 

12 

15 

Library  Science 

13 

16 

16 

16 

Table  25  gives  information  concerning  the  value  of  Workshops  in  a  training 
program.  Thirty-six  persons  out  of  821  answered  negatively  the  question,  "Do 
you  consider  workshops  of  value  in  a  training  program”,  and  only  three  of  these 
had  ever  attended  a  workshop  or  institute.  These  three  stressed  the  need  for 
outstanding  leadership  to  make  such  workshops  really  effective  and  successful. 
Two  mentioned  disapproval  of  workshops  under  local  supervision  but  felt  that 
such  programs  sponsored  by  universities  might  be  inspirational.  Detailed  tabu¬ 
lations  of  the  suggestions  received  from  those  who  do  approve  of  local  workshops 
have  not  been  made  but  a  few  of  those  listed  most  frequently  are  given  below: 

1.  Continue  to  offer  workshops  on  a  regional  basis. 

2.  Have  small  discussion  groups,  divided  according  to  the  school  division  in 
which  persons  are  employed. 

3.  Offer  opportunities  to  present  problems  encountered  in  daily  work  and  ask 
experts  to  give  suggestions  for  solutions. 
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4.  Prepare  programs  so  that  repeaters  will  receive  sufficient  new  material  to 
encourage  their  attendance. 

5.  Give  demonstrations  of  correct  office  procedure  and  socio-drama. 

6.  Offer  college  credit  with  all  workshops. 

7.  Include  a  study  of  pupil  accounting  systems  with  an  opportunity  for  de¬ 
velopment  of  office  forms. 

8.  Assign  a  written  project  as  a  part  of  the  workshop  requirement. 

9.  Arrange  a  few  general  sessions  and  many  small  discussion  groups. 

10.  Provide  direct  help  in  problems  relating  to  specific  situations,  possibly 
consultation  hours  with  members  of  a  college  staff. 

SECTION  II 

SECRETARIES  EMPLOYED  BY  COLLEGES  AND  UNIVERSITIES. 

This  series  of  tables  gives  a  summary  of  the  same  questions  and  answers  as 
Section  I  as  they  pertain  to  secretaries  in  institutions  of  higher  learning.  In  the 
1942  survey,  replies  were  received  from  only  eleven  colleges.  In  the  1950  survey, 
replies  came  from  fifty-eight  persons,  employed  by  forty-three  different  colleges 
and  universities  and  present  a  good  random  sampling  so  far  as  geographic  loca¬ 
tion,  size  and  type  of  college  are  concerned. 

In  this  group  as  with  the  public  school  secretaries,  the  item  ranking  first  is 
“Only  person  in  office”.  This  information  is  of  vital  importance  to  those  charged 
with  planning  training  programs. 

A  major  difference  in  this  summary  is  that  the  age  group  concerns  much 
younger  women  than  employed  in  schools  for  younger  children.  The  highest 
number  fell  in  the  25  to  29  years  of  age  category  and  the  lowest  in  the  45  to  49 
group.  In  the  distribution  of  years  of  service  it  was  noticeable  that  5%  to  9.9% 
have  had  18  years  of  experience  and  25%  have  been  employed  in  their  present 
positions  for  six  years  or  more. 

The  median  salary  group  for  college  secretaries  is  exactly  the  same  as  for 
the  public  school  secretaries,  and  in  this  survey  of  1950  and  1951  salaries  the 
range  was  $2500  to  $2999.  The  most  important  difference  was  indicated  by  years 
of  training  and  college  degrees.  In  the  distribution  of  degrees  it  was  found  that 
secretaries  in  the  middle  states  ranked  highest  in  the  number  of  bachelor’s  and 
master’s  degrees. 

More  of  the  college  secretaries  feel  that  a  college  degree  is  an  essential  pre¬ 
requisite  to  the  position  than  do  public  school  secretaries. 

Table  48 

Courses  Suggested  for  Inclusion  in  Training  Program  for  Secretaries 
Ranked  According  to  Frequency  of  Mention 


Course  Rank 


English  1 

Public  Relations  2 

Psychology  3 

Mathematics  4 

Mental  Hygiene  5 

Sociolo^  6 

Educational  Administration  7 

Guidance  g 

Educational  Philosophy  g 

Discussion  Techniques  10 

Budgets  111^ 

Research 

Tests  and  Measurements  131^ 

Curriculum  Making  1314 

Library  Science  15 

Parent  Education  16 


The  complete  report  is  available  on  request  to  Edna  Atkinson,  Oak  Park  and 
River  Forest  High  School,  Oak  Park,  Illinois. 
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MEMBERSHIP  CHAIRMEN-1950-1951 

Alabama — Miss  Mary  Carroll,  Box  373,  Dotham 
Arizona — 

Arkansas — Mrs.  Catherine  Yates,  West  Side  Junior  High  School,  Little  Rock 
California-  Miss  Dorothy  Jean  Bayne,  San  Diego  Vocational  School,  835 — 12th 
St.,  San  Diego 

Colorado — Mrs.  Shirley  Yetter,  Byers  Junior  High  School,  Denver 

Connecticut — Miss  Barbara  Jeffers,  Henry  Barnard  Junior  High  School,  Hartford,  3 

Delaware  Mrs.  Helen  W.  Kirkley,  School  Administration  Building,  Wilmington  5 

District  of  Columbia — Miss  Mary  Biro,  Sousa  Junior  High  School,  Washington 

Florida — Miss  Marnee  Williams,  Riverview  Elementary  School,  Jacksonville 

Georgia — Mrs.  Erma  Smith,  Charlton  County  Schools,  Folkston 

Hawaii — Mrs.  Hatsue  Abe,  Hilo  Intermediate  School,  Hilo 

Idaho — Miss  Echo  Dell  Parkin,  Class  A.  School  District  No.  Twenty-Five,  Pocatello 

Illinois — Miss  Eileen  Miedke,  Moline  Senior  High  School,  1001  16th  Street,  Moline 

Indiana — Miss  Alma  Cripe,  Beech  Grove  Public  Schools,  Beech  Grove 

Iowa — Miss  Wilda  M.  Johnson,  Perry  Public  Schools,  Perry 

Kansas — Mrs.  Dorothy  Sproul  Stephens,  Hays  Public  Schools,  Hays 

Kentucky — Miss  Elsie  Forman,  Box  444,  Barbourville 

Louisiana — Mrs.  Josephine  Capelton,  3240  Law  Street,  New  Orleans 

Maine  Mrs.  Omah  C.  Snipe,  17  Marshall  Avenue,  Bath 

Maryland — Miss  Elisabeth  Stevens,  Southern  High  School,  Baltimore  30  Massa¬ 
chusetts 

Michigan — Mrs.  Irene  Washburn,  Jackson  Public  Schools,  132  W.  Washington 
Avenue,  Jackson 

Minnesota — Miss  Grace  C.  Stephenson,  Secretary  to  Superintendent,  Forest  Lake 
Consolidated  Schools,  Forest  Lake 

Mississippi — Mrs.  Birdie  Smith,  State  Department  of  Education,  Jackson 
Missouri — Mrs.  Bessie  Ploesser,  Southwest  High  School,  6512  Womall  Road, 
Kansas  City 

Montana  Miss  Amy  Pound — 312  Fifth  Ave.,  N.,  Lewistown 
Nebraska — Miss  Dorothy  Beever,  Lincoln  High  School,  Lincoln 
New  Hampshire — Miss  Theresa  Therriault,  12  Wood  Street,  Nashua 
New  Jersey — Miss  Anna  M.  Gloor,  Clifford  Scott  High  School,  East  Orange 
New  Mexico- 

New  York — Miss  Isabel  Paddock,  7  Grand  Street,  Warwick 

Nevada — Mrs.  Teresa  Dwyer  Hubbell,  Las  Vegas  Union  School  District,  Las  Vegas 
North  Carolina — Mrs.  Pauline  T.  Helms,  Secretary  to  School  Superintendent, 
Albemarle 
North  Dakota — 

Ohio — Miss  Florence  Howell,  Akron  Public  Schools,  70  North  Broadway,  Akron 
Oklahoma  Miss  Mary  Thacker,  Oklahoma  City  Public  Schools,  400  North  Walnut 
Street,  Oklahoma  City  4 

Oregon — Miss  Charlotte  Parr,  Secretary  to  Superintendent  of  Schools,  Eugene 
Pennsylvania — Miss  Mildred  Byerly,  Shamokin  Public  Schools,  Shamokin 
Rhode  Island — Miss  Ruth  A.  Coffey,  Providence  College,  Providence 
South  Carolina — Miss  Juanita  Shropshier,  Converse  College,  Spartanburg 

South  Dakota — 

Tennessee — 

Texas — Mrs.  Fannie  Billings,  2711  Fairmount  Avenue,  Dallas 
Utah — Mrs.  Marie  Benson,  Snow  College,  Ephraim 

Vermont-  Miss  Eleanor  Jackson,  Springfield  Public  Schools,  Springfield 

Virginia — Mrs.  Elsie  Knowles,  Page  County  Public  Schools,  Luray 

Washington — Mrs.  Amy  Stach,  Ellison  Junior  High  School,  Wenatchee 

West  Virginia — Miss  Margaret  Hopewood,  Mannington  High  School,  Mannington 

Wisconsin — Miss  Marion  Kennedy,  Vocational  School,  Madison 

Wyoming — Mrs.  Dorothy  Rudd,  Powell  Public  Schools.  Powell 

Canada  Miss  Josephine  Fletcher,  Earl  Grey  School,  Winnipeg,  Canada 
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